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Class 

[ Class  Title 

1652      "ountant 

1630  Account  Clerk 

1638  Accounting  Machine  Operator 

167U  Accounts  3~reau  Assistant  Director 

1676  Accounts  Bureau  Director 

1810  Actuarial  Clerk 

1816  Actuary 

1711l  Addressing  Machine  Operator 

1822  Administrative  Analyst 

8130  Administrative  Assistant,  District  Attorney's  Office 

2128  Administrative  Assistant,  Laguna  Honda  Home 

3570  Administrative  Assistant,  M.H.De Young  Memorial  Museim 

U280  Administrative  Assistant  to  the  Assessor 

1830  Administrative  Assistant  to  the  Mayor 

2660  Administrative  Chef 

517U  Ac-iinistrative  Engineer 

1556  Administrative  Secretary,  City  Planning  Commission 

1170  Administrative  Secretary,  Public  Utilities  Commission 

2180  Administrator,  Hassler  Health  Home 

2182  Administrator,  Laguna  Honda  Home 

2l8U  Administrator,  San  Francisco  General  Hospital 

8U30  Adult  Probation  Officer 

3120  Agricultu:  al  and  Land  Division  Manager 

3U8I4.  Agricultural  Division  Land  Agent 

3U50  Agricultural  Inspector 

3U60  Agricultural  Instructor 

9212  Airfield  Safety  Officer 

925U  Airport  Administrative  Engineer 

9260  Airport  Assistant  General  Manager 

9202  Airport  Communications  Clerk 

920li  Airport  Communications  Supervisor 

9230  Airport  Custodial  Services  Supervisor 

92i|0  Airport  Electrician 

9262  Airport  General  Manager 

Ul02  Airport  ..ease  Records  Supervisor 

9252  Airport  Maintenance  Superintendent 

9250  Airport  Maintenance  Supervisor 

9232  Airport  Mechanical  Maintenance  Supervisor 

9222  Airport  Operations  Coordinator 

922U  Airport  Operations  Superintendent 

9220  Airport  Operations  Supervisor 

9210  .'-;  .-port  Security  Officer 

5l50  Alameda  Division  Assistant  Manager 

5152  Alameda  Division  Manager 

2^26  Ambulance  Driver 

3330  Amusement  Operations  Manager 

2330  Anesthetist 

3320  Animal  Keeper 

3506  Aquarist 

3512  Aquarium  Exhibit  Preparator 

-  2  - 


Class 

!i  I  Class  Title 

3516  Aquatic  Collector 

3216  Aquatics  Supervisor 

3H32  Arboretum  Accessions  Supervisor 

3130  Arboretum  Director 

5268  Architect 

5120  Architectural  Administrator 

5336  Architectural  Draftsman 

3U6U  Area  Supervisor,  Parks,  Squares  and  Facilities 

8222  Armored  Truck  Guard 

7301  Armored  Truck  Operator 

7U0U  Asphalt  Finisher 

7220  Asphalt  Finisher  Foreman 
7I4.O6  Asphalt  Finisher  Sub-Foreman 

7221  Asphalt  Plant  Foreman 
7502  Asphalt  Worker 

[j.202  Assessment  Clerk 

1|208  Assessment  Services  Supervisor 

h.290  Assessor 

l8li|  Assistant  Actuary 

2170  Assistant  Administrator,  Medical 

2160  Assistant  Administrator,  Non-Medical 

2155  Assistant  Administrator,  Non-Medical,  Hassler  Health  Home 

U282  Assistant  Assessor 

3102  Assistant  Business  Manager,  Recreation  and  Park  Department 

U370  Assistant  Cashier,  Tax  Collector 

ll360  Assistant  Cashier,  Water  Department 

8U2U  Assistant  Chief  Deputy  Sheriff  (Civil) 

8I4.I6  Assistant  Chief  Probation  Officer,  Juvenile  Court 

5122  Assistant  City  Architect 

5180  Assistant  City  Engineer 

5278  Assistant  City  Planner 

5290  Assistant  City  Planner  (Zoning) 

520U  Assistant  Civil  Engineer 

8163  Assistant  Claims  Agent 

ll|.92  Assistant  Clerk,,  Board  of  Supervisors 

I4.36I4.  Assistant  Collection  Supervisor,  Water  Department 

1680  Assistant  Controller 

1136  Assistant  County  Clerk 

8260  Assistant  Criminalist 

2868  Assistant  Director,  Bureau  of  Disease  Control 

3576  Assistant  Director,  California  Palace  of  the  Legion  of  Honor 

2368  Assistant  Director  of  Nurses 

23UU  Assistant  Director  of  Nurses,  Surgery 

2352  Assistant  Director  of  Nursing  Education 

1160  Assistant  Director  of  Procurement  and  Services 

UlUU  Assistant  Director  of  Property 

2890  Assistant  Director  of  Public  Health 

283U  Assistant  Director  of  Public  Health  Nursing 

5l86  Assistant  Director  of  Public  Works  (Administrative) 

5188  Assistant  Director  of  Public  Works  (Maintenance  and  Operations) 
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Class 

Code  Class  Title 

612U  Assistant  District  Supervisor,  Sanitation  and  Housing  Inspection 

5236  Assistant  Electrical  Engineer 

3232  Assistant  Harbormaster 

3322  Assistant  Head  Animal  Keeper 

5306  Assistant  Hydrographer 

5252  Assistant  Mechanical  Engineer 

7I4.O8  Assistant  Power  House  Operator 

II2I4.  Assistant  Public  Administrator 

1950  Assistant  Purchaser 

3220  Assistant  Rangemaster 

113U  Assistant  Recorder 

3280  Assistant  Recreation  Leader 

1130  Assistant  Registrar  of  Voters 

I28I4.  Assistant  Secretary,  Civil  Service  Commission 

1932  Assistant  Storekeeper 

3U66  Assistant  Superintendent,  Parks,  -Squares  and  Facilities 

7202  Assistant  Superintendent,  Structural  Maintenance 

3266  Assistant  to  Municipal  Stadiums  Manager 

2l;56  Assistant  Toxicologist 

5228  Assistant  Traffic  Engineer 

U38I4.  Assistant  Treasurer 

5222  Assistant  Water  Purification  Engineer 

5296i  Assistant  Zoning  Administrator 

5280  Associate  City  Planner 

5292  Associate  City  Planner  (Zoning) 

5206  Associate  Cavil  Engineer 

6322  Associate  Construction  Inspection  Engineer 

5238  Associate  Electrical  Engineer 

525U  Associate  Mechanical  Engineer 

5230  Associate  Traffic  Engineer 

5221;  Associate  Water  Purification  Engineer 

3276  Athletics  Supervisor 

817U  Attorney: 

1.  Civil 

2,  Criminal 

8186  Attorney  for  the  Public  Administrator 

8190  Attorney,  Tax  Collector 

2538  Audio.mfij.-r  1st 

7302  Audio -Visual  Equipment  Technician 

7313  Automotive  Machinist 

725U  Automotive  Machinist  Foreman 

7381  Automotive  Mechanic 

72i;9  Automotive  Mechanic  Foreman 

7382  Automotive  Mechanic  Sub-Foreman 
7i|.10  Automotive  Serviceman 

7L12  Automotive  Serviceman  Sub-Foreman 

7212  Automotive  Transit  Equipment  Supervisor 

7228  Automotive  Transit  Shop  Foreman 
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Class 

lode  Class  Title 

2Ul6  Bacteriological  Laboratory  Assistant 

7303  Barber 

730U  Battery  Assembler 

3206  Beach  Lifeguard 

1662  Billing  and  Collection  Assistant  Supervisor 

1661;  Billing  and  Collection  Supervisor 

1620  Billing  Pre-Auditor 

7305  Blacksmith 

7UlU  Blacksmith  Finisher 

7222  Blacksmith  Foreman 

2U38  Blood  Bank  Technician 

17U0  Blueprinting  Machine  Operator 

7306  Body  and  Fender  Worker 
6236  Boiler  Inspector 

U312  Bond  and  Coupon  Clerk 

3606  Book  Processor 

7U16  Book  Repairer 

lli36  Braille  Typist 

7307  Bricklayer 
7U20  Bridgetender 

6330  Building  Construction  Inspector 

5183  Building  Inspection  Assistant  Superintendent 

5H8I4.  Building  Inspection  Superintendent 

62 5U  Building  Inspector 

5262  Building  Maintenance  and  Repair  Assistant  Engineer 

5261;  Building  Maintenance  and  Repair  Engineer 

521ii.  Building  Plans  Engineer 

7120  Buildings  and  Grounds  Maintenance  Superintendent 

7203  Buildings  and  Grounds  Maintenance  Supervisor 

7122  Buildings  Maintenance  Superintendent 

8336  Business  Manager,  Juvenile  Court 

3101;  Business  Manager,  Recreation  and  Park  Department 


7223  Cable  Machinery  Supervisor 

7308  Cable  Splicer 

U302  Cafeteria  Cashier  Clerk 

2612  Cafeteria  Helper 

7309  Car  and  Auto  Painter 

722U  Car  and  Auto  Painter  Foreman 

3U10  Caretaker 

73U4.  Carpenter 

7226  Carpenter  Foreman 

7272  Carpenter  General  Foreman 

U356  Cashier,  County  Clerk 

U352  Cashier,  Sheriff 

U372  Cashier,  Tax  Collector 

U380  Cashier,  Treasurer 

I4J62  Cashier,  Water  Department 

7311  Cement  Finisher 
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Class 

:ode  Class  Title 

7227  Cement  Finisher  Foreman 

U3H2  Central  Permit  Bureau  Supervisor 

1780  Central  Services  Supervisor 

2506  Central  Supply  Room  Aide 

2508  Central  Supply  Room  Assistant  Supervisor 

2$10  Central  Supply  Room  Supervisor 

7312  Chauffeur 

2656  Chef 

1182  Chief  Administrative  Officer 

81*36  Chief  Adult  Probation  Officer 

3U5U  Chief  Agricultural  Inspector 

ll)|)i  Chief  Assistant  Clerk,  Board  of  Supervisors 

8181;  Chief  Attorney: 

1.  Civil 

2.  Criminal 

819U  Chief  Attorney,  Criminal  (Public  Defender) 

6332  Chief  Building  Construction  Inspector 

6258  Chief  Building  Inspector 

282U  Chief,  Bureau  of  Health  Education 

2816  Chief,  Bureau  of  Records  and  Statistics 

UllO  Chief  Clerk 

2578  Chief  Clinical  Psychologist 

6llU  Chief  Dairy  and  Milk  Inspector 

2582  Chief  Deputy  Coroner 

2812  Chief  Deputy  Registrar  of  Vital  Statistics 

8126  Chief  Deputy  Sheriff  (Civil) 

831I4.  Chief  Deputy  Sheriff  (Jail) 

2626  Chief  Dietitian 

720U  Chief  District  Water  Serviceman 

2858  Chief,  Division  of  Tuberculosis  Control 

285U  Chief,  Division  of  Venereal  Disease  Control 

6250  Chief  Electrical  Inspector 

8236  Chief  Fire  Alarm  Dispatcher 

3638  Chief  Librarian: 

1.  Branch  Library  Services 

2.  Central  Library  Services 

3.  Technical  Services 
2U66  Chief  Microbiologist 

8230  Chief  Museum  Guard 

3U30  Chief  Nurseryman 

7205  Chief  Operating  Engineer 

1226  Chief  Payroll  and  Personnel  Clerk 

U226  Chief  Personal  Property  Auditor 

1258  Chief  Personnel  Analyst 

1238  Chief  Personnel  Technician  -  Tests  and  Measurements 

6214;  Chief  Plumbing  Inspector 

8Ul8  Chief  Probation  Officer,  Juvenile  Court 

2U90  Chief  Public  Health  Chemist 

U27U  Chief  Real  Property  Appraiser  (Buildings) 

U26U  Chief  Real  Property  Appraiser  (Land) 


Class 

Code  Class  Title 

6122  Chief  Sanitation  and  Housing  Inspector 

7252  Chief  Sewage  Plant  Operator 

5216  Chief  Surveyor 

1710  Chief  Telephone  Operator 

5176  Chief  Valuation  and  Rate  Engineer 

2914;  Child  Welfare  Supervisor 

29U0  Child  Welfare  Worker 

2562  Chiropractic  Consultant 

512U  City  Architect 

8197  City  Attorney 

3660  City  Attorney  Law  Librarian 

5158  City  Distribution  Division  Assistant  Manager 

5160  City  Distribution  Division  Manager 

5l82  City  Engineer 

3670  City  Librarian 

51114  City  Planning  Assistant  Director 

5116  City  Planning  Director 

5328  City  Planning  Draftsman 

7150  City  Shops  General  Superintendent 

5362  Civil  Draftsman 

5208  Civil  Engineer 

8162  Claims  Adjuster 

8158  Claims  Investigator 

lU7U  Claims  Process  Clerk 

8l56  Claims  Records  Supervisor 

lUOU  Clerk 

III4.6  Clerk  of  the  Board  of  Supervisors 

Ihhh  Clerk  Stenographer 

U4.2U  Clerk  Typist 

2UUU  Clinical  Laboratory  Technologist 

257U  Clinical  Psychologist 

1616  Closing  Accounts  Biller 

1902  Clothing  Room  Attendant 

U306  Collections  Clerk 

U366  Collection  Supervisor,  Water  Department 

1116  Commercial  Division  Assistant  Manager 

1118  Commercial  Division  Manager 

8166  Compensation  Claims  Supervisor 

1602  Comptometer  Operator 

333U  Concessions,  Amusements  and  Camp  Supervisor 

3332  Concessions  and  amusements  Assistant  Supervisor 

813U  Confidential  Crime  Reporter 

I5l8  Confidential  Secretary  to  Assessor 

1522  Confidential  Secretary  to  City  Attorney 

1520  Confidential  Secretary  to  District  Attorney 

1502  Confidential  Secretary  to  Manager,  Parking  Authority 

1526  Confidential  Secretary  to  Mayor 

1^10  Confidential  Secretary  to  Public  Defender 

1506  Confidential  Secretary  to  Sheriff 

15H|  Confidential  Secretary  to  Superintendent  of  Schools 
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Class 

'■  ■■■■■  Class  Title 

632U  Construction  Inspection  Engineer 

6318  Construction  Inspector 

1668  Consumer  Accounts  Assistant  Supervisor 

1670  Consumer  Accounts  Supervisor 

1330  Consumer  Relations  Representative 

1332  Consumer  Relations  Supervisor 

1682  Controller 

8192  Controller's  Legal  Counsel 

I4.I3O  Convention  Facilities  Assistant  Manager 

1|132  Convention  Facilities  Manager 

265U  Cook 

2632  Cook  Manager,  Elementary  School 

263U  Cook  Manager,  Secondary  School 

2650  Cook's  Assistant 

36U0  Coordinator,  Children's  Library  Activities 

2^68  Coordinator  of  Rehabilitation  Services 

258U  Coroner 

25l8  Coroner's  Ambulance  Driver 

252U  Coroner's  Estate  Investigator 

5370  Cost  Estimator 

8320  Counselor  (Boys  Ranch  School) 

(Juvenile  Hall) 

1138  County  Clerk-Recorder 

8112  Court  Clerk 

8138  Court  Reporter 

3260  Crafts  Instructor 

7U22  Cribber 

7U23  Cribber  Sub-Foreman 

8262  Criminalist 

28UU  Crippled  Children  Services  Supervisor 

33>H6  Curator 

3262  Curator  of  Arts  and  Crafts,  Junior  Museum 

3f>H8  Curator  of  Natural  Science,  Junior  Museum 

35UO  Curatorial  Aide 

731U  Curb  Setter 

1916  Custodian  -  R.O.T.C. 

6110  Dairy  and  Milk  Inspector 

3238  Dance  Instructor 

2112  Day  Female  Ambulatory  Supervisor 

210U  Day  Male  Ambulatory  Supervisor 

9162  Day  Transit  Dispatcher 

U3U6  Delinquent  Revenue  Assistant  Supervisor 

U3U8  Delinquent  Revenue  Supervisor 

2202  Dental  Aide  " 

220U  Dental  Hygienist 

2210  Dentist 

1270  Departmental  Personnel  Officer 

2^80  Deputy  Coroner 

830U  Deputy  Sheriff 


Class 

:ode  Class  Title 

262U  Dietitian 

286U  Director,  Adult  Guidance  Center 

8330  Director,  Boy's  Ranch  School 

2870  Director,  Bureau  of  Disease  Control 

2886  Director,  Bureau  of  Maternal  and  Child  Health 

1271+  Director,  Bureau  of  Personnel  and  Safety 

3578  Director,  California  Palace  of  the  Legion  of  Honor 

2212  Director,  Division  of  Dental  Health 

3572  Director,  M.H.DeYoung  Memorial  Museum 

2121+  Director  of  Admissions,  San  Francisco  General  Hospital 

1280  Director  of  Classification  and  Pay 

2250  Director  of  Clinical  Psychiatry 

2552  Director  of  Diversional  Activities  and  Volunteer  Services 

lll+O  Director  of  Finance  and  Records 

2370  Director  of  Nurses 

2360  Director  of  Nurses,  Hassler  Health  Home 

1+15>0  Director  of  Property 

1162  Director  of  Procurement  and  Services 

1166  Director  of  Public  Health 

2836  Director  of  Public  Health  Nursing 

5190  Director  of  Public  Works 

1276  Director  of  Recruitment  and  Examinations 

821+6  Disaster  Corps  Director 

8198  District  Attorney 

8lU6  District  Attorney' s  Investigator 

2231+  District  Health  Officer 

6126  District  Supervisor,  Sanitation  and  Housing  Inspection 

7316  District  Water  Serviceman 

7207  Docks  and  Shipping  Water  Service  Supervisor 

8l50  Domestic  Relations  Counselor 

321+0  Drama  Instructor 

32U2  Dramatics  and  Dancing  Supervisor 

71+21+  Dryer-Mixerman 

7506  Dump  Attendant 

U+86  Educational  Credentials  Technician 

281+8  Educational  Director,  Public  Health  Nursing 

5352  Electrical  Draftsman 

52UO  Electrical  Engineer 

62U8  Electrical  Inspector 

7131  Electrical  Maintenance  and  Construction  Superintendent 

72X1+  Electrical  Transit  Equipment  Supervisor 

7379  Electrical  Transit  Mechanic 

7253  Electrical  Transit  Mechanic  Foreman 

7380  Electrical  Transit  Mechanic  Sub-Foreman 
71+09  Electrical  Transit  Serviceman 

7216  Electrical  Transit  Shop  Foreman 

731+5  Electrician 

7238  Electrician  Foreman 

7276  Electrician  General  Foreman 
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'  .:  Class  Title 

7U36  Electrician  Helper 

7319  Electric  Motor  Mechanic 

7256  Electric  Motor  Mechanic  Foreman 

2U32  Electrocardiograph  Technician 

2U36  Electroencephalograph  Technician 

1730  Electronic  Data  Processing  Center  Assistant  Supervisor 

1732  Electronic  Data  Processing  Center  Supervisor 

7321  Elevator  Mechanic 

7U26  Elevator  Operator 

2130  Emergency  Hospital  Service  Assistant  Superintendent 

2132  Emergency  Hospital  Service  Superintendent 

2l;82  Engineering  Chemist 

U230  Estate  Investigator 

U23U  Estate  Tax  Analyst 

1180  Executive  Assistant  to  the  Chief  Administrative  Officer 

3560  Executive  Secretary,  Art  Commission 

3562  Executive  Secretary,  Board  of  Trustees,  California  Palace 

of  the  Legion  of  Honor 

356U  Executive  Secretary,  Board  of  Trustees,  M.H.deYoung  Memorial 

Museum 

Ul20  Executive  Secretary,  Board  of  Trustees,  War  Memorial 

1570  Executive  Secretary  to  the  Board  of  Permit  of  Appeals 

157U  Executive  Secretary  to  the  Controller 

3110  Executive  Secretary  to  the  General  Manager,  Recreation  and 

Park  Department 

1578  Executive  Secretary  to  the  Mayor 

9112  Fare  Collections  Cashier 

9108  Fare  Collections  Helper 

9110  Fare  Collections  Receiver 

9111  Fare  Collections  Teller 
3U02  Farmer 

3U78  Farmers  Market  Assistant  Manager 

3U80  Farmers  Market  Manager 

19lU  Film  Serviceman 

823U  Fire  Alarm  Dispatcher 

7230  Fire  Department  Water  System  Foreman 

7323  Fire  Department  Water  System  Sub-Foreman 

7510  Flusher  Nozzleman 

2618  Food  Service  Supervisor 

3U16  Gardener 

3l|20  Gardener  Foreman 

3Ul8  Gardener  Sub-Foreman 

8212  Gatekeeper 

8I6I4.  General  Claims  Agent 

75lli  General  Laborer 

7215  General  Laborer  Foreman 

7516  General  Laborer  Sub-Foreman 

1150  General  Manager,  Department  of  Electricity 

-  10  - 


Class 

lode  Class  Title 

9186  General  Manager,  Municipal  Transit  System 

1172  General  Manager  of  Public  Utilities 

1292  General  Manager,  Personnel 

3ll|0  General  Manager,  Recreation  and  Park  Department 

2786  General  Services  Manager 

7325  General  Utility  Mechanic 

7232  General  Utility  Mechanic  Foreman 

7326  Glazier 

7233  Glazier  Foreman 

3U70  Golf  Course  Maintenance  Supervisor 

3228  Golf  Course  Operations  Supervisor 

3226  Golf  Course  Starter 

7327  Granite  Cutter 

3I4.II4.  Groundskeeper,  Sports 


25U6  Handicraft  Instructor 

323U  Harbormaster 

92U2  Head  Airport  Electrician 

332U  Head  Animal  Keeper 

8182  Head  Attorney: 

1.  Civil 

2.  Criminal 
3210  Head  Lifeguard 
7351  Head  Meat  Cutter 
2322  Head  Nurse 

23U2  Head  Nurse,  Surgery 

8210  Head  Park  Patrolman 

177U  Head  Photographer 

U316  Head  Property  Tax  Clerk 

277U  Head  Seamstress 

2820  Health  Education  Assistant 

2822  Health  Educator 

1108  Health  Service  System  Director 

7328  Heavy  Equipment  Operator 

51144.  Hetch  Hetchy  Project  and  Utilities  Engineering  Bureau 

General  Manager  and  Chief  Engineer 

5lU0  Hetch  Hetchy  Project  Assistant  Manager 

5138  Hetch  Hetchy  Project  Engineer  of  Operations 

7U26  Hod  Carrier 

6202  Hose  Inspector 

7329  Hospital  Instrument  and  Equipment  Mechanic 
2706  Housekeeper 

2710  House  Mother 

5308  Hydrographer 


7520    Incinerator  Operator 

6130    Industrial  Wastes  Inspector 

U2U0    Inheritance  Tax  Examiner 
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Class 

:ode  Class  Title 

5320  Illustrator  and  Art  Designer 

3U2U  Insecticide  Spray  Operator 

6220  Inspector  of  Weights  and  Measures 

2120  Institutional  Admitting  Officer 

7U30  Institutional  Barber 

752U  Institution  Utility  Man 

2350  Instructor  of  Nursing 

7331  Instrument  Maker 

723U  Instrument  Maker  Foreman 

$312  Instrument  Man 

27UU  Interior  Window  Cleaner 

U33U  Investigator,  Tax  Collector 

U330  Investment  Administrator 


3I4.OI4.  Jail  Farm  Supervisor 

8302  Jail  Matron 

271H  Janitor 

2718  Janitor  Foreman 

2720  Janitorial  Services  Supervisor 

2716  Janitor  Sub  Foreman 

2728  Janitor  Supervisor  (City  College) 

2702  Janitress 

1650  Junior  Accountant 

1626  Junior  Account  Clerk 

1820  Junior  Administrative  Analyst 

533U  Junior  Architectural  Draftsman 

5360  Junior  Civil  Draftsman 

5202  Junior  Civil  Engineer 

1U02  Junior  Clerk 

II4I4.2  Junior  Clerk  Stenographer 

Iii22  Junior  Clerk  Typist 

5350  Junior  Electrical  Draftsman 

523h.  Junior  Electrical  Engineer 

53U2  Junior  Mechanical  Draftsman 

5250  Junior  Mechanical  Engineer 

3552  Junior  Museum  Director 

7333  Junior  Operating  Engineer 

5220  Junior  Water  Purification  Engineer 

8172  Juvenile  Court  Referee 


1720    Key  Punch  Operator 
2602    Kitchen  Helper 


2U02  Laboratory  Helper 

527U  Landscape  Architect 

2768  Laundress 

2778  Laundry  Clerk 
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!ode  Class  Title 

275>U  Laundry  Machine  Operator 

2782  Laundry  Superintendent 

2750  Laundry  Utility  Worker 

8106  Legal  Process  Clerk 

LU58  Legal  Stenographer 

8118  Legislative  Clerk 

3630  Librarian: 

1.  Branch  Library  Services 

2.  Central  Library  Services 

3.  Technical  Services 
3610  Library  Assistant 

3602  Library  Page 

U336  License  Bureau  Assistant  Supervisor 

U338  License  Bureau  Supervisor 

2312  Licensed  Vocational  Nurse 

7337  Light  Motor  Equipment  Operator 

6252  Line  Inspector 

7339  Lineman 

7235  Lineman  Foreman 

727U  Lineman  General  Foreman 

7U32  Lineman  Helper 

3202  Locker  Room  Attendant 

73U2  Locksmith 

7236  Locksmith  Foreman 


1614;  Machine  Accounting  Technician 

7123  Machine  Shop  and  Parking  Meter  Superintendent 

73U3  Machinist 

7237  Machinist  Foreman 

7U3U  Machinist  Helper 

7102  Maintenance  and  Repair  Assistant  Superintendent, 

Hetch  Hetchy  Project 

712U  Maintenance  and  Repair  Superintendent,  Hetch  Hetchy  Project 

7I4.38  Maintenance  Man  (Boys  Ranch  School) 

7UliO  Maintenance  Repairman 

lil22  Managing  Director,  War  Memorial 

U250  Marine  Appraiser 

3582  Maritime  Museum  Director 

192U  Materials  and  Supplies  Supervisor 

1190  Mayor 

7350  Meat  Cutter 

6310  Mechanical  Construction  Inspector 

53kh  Mechanical  Draftsman 

5256  Mechanical  Engineer 

710U  Mechanical  Shop  and  Equipment  Assistant  Superintendent 

7126  Mechanical  Shop  and  Equipment  Superintendent 

8168  Medical  Claims  Assistant  Supervisor 

8170  Medical  Claims  Supervisor 

li;6h  Medical  Clerk  Stenographer 
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Class 

:ode  Class  Title 

82U2  Medical  Coordinator  (Disaster  Corps) 

36^0  Medical  Record  Librarian 

2920  Medical  Social  Worker 

292l|  Medical  Social  Work  Supervisor 

2528  Medical  Steward 

1)|)|0  Medical  Transcriber  Typist 

lil.90  Messenger  Center  Supervisor 

lii66  Meter  Reader 

2U62  Microbiologist 

2520  Morgue  Attendant 

735U  Motor  Equipment  Operator 

7355  Motorized  Equipment  Mechanic 

72Ul  Motorized  Equipment  Mechanic  Foreman 

7277  Motorized  Equipment  Mechanic  General  Foreman 

3U19  Municipal  Stadiums  Groundskeeper 

3268  Municipal  Stadiums  Manager 

7356  Museum  Antique  Restorer 
3528  Museum  Conservator 

3526  Museum  Conservator  Assistant 

3502  Museum  Exhibit  Packer  and  Repairer 

8226  Museum  Guard 

353l|  Museum  Photographer 

3520  Museum  Preparator 

7357  Museum  Printer 
3556  Museum  Registrar 
32U6  Music  Assistant 
36LU  Music  Librarian 
3252  Music  Supervisor 


2110  Night  Female  Ambulatory  Supervisor 

2102  Night  Male  Ambulatory  Supervisor 

2150  Night  Medical  Administrator,  San  Francisco  General  Hospital 

83I4.O  Night  Superintendent,  Juvenile  Hall 

21U0  Night  Supervisor,  Laguna  Honda  Home 

9160  Night  Transit  Dispatcher 

3U28  Nurseryman 

232U  Nursing  Supervisor 


25U8  Occupational  Therapist 

I76O  Offset  Machine  Operator 

733U  Operating  Engineer 

23U0  Operating  Room  Nurse 

9172  Operational  and  Safety  Training  Supervisor 

3250  Orchestra  Instructor 

2302  Orderly 

7395  Ornamental  Iron  Worker 

25lU  Orthopedic  Technician 
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Class 

lode  Class  Title 

73U6  Painter 

72U2  Painter  Foreman 

7278  Painter  General  Foreman 

1102  Parking  Authority  Assistant  Manager 

llOU  Parking  Authority  Manager 

U326  Parking  Meter  Collections  Supervisor 

U32U  Parking  Meter  Collector 

7hUh  Parking  Meter  Serviceman 

72U3  Parking  Meter  Serviceman  Foreman 

8208  Park  Patrolman 

3350  Parks  Superintendent 

2652  Pastry  Cook 

7358  Patternmaker 

1220  Payroll  and  Personnel  Clerk 

1212  Payroll  Audit  Clerk 

5l5U  Peninsula  Division  Assistant  Manager 

5156  Peninsula  Division  Manager 

U220  Personal  Property  Auditor 

U21I4.  Personal  Property  Records  Supervisor 

1250  Personnel  Aide 

1230  Personnel  Aide  -  Tests  and  Measurements 

1252  Personnel  Analyst 

1202  Personnel  Clerk 

1288  Personnel  Director,  In-Service  Activities 

1232  Personnel  Technician  -  Tests  and  Measurements 

2U50  Pharmacist 

2I4.O6  Pharmacy  Helper 

1770  Photographer 

3258  Photography  Director 

3256  Photography  Instructor 

1772  Photo-Lithographer 

1750  Photostat  Operator 

2556  Physical  Therapist 

255U  Physical  Therapy  Aide 

2220  Physician 

2230  Physician  Specialist 

32U8  Pianist 

7359  Piano  Tuner 

7360  Pipe  Welder 

7361  Plasterer 
73U7  Plumber 

7239  Plumber  Foreman 

62l;2  Plumbing  Inspector 

2561  Podiatrist 

8250  Police  Identification  Clerk 

8256  Police  Motor  Vehicles  Inspector 

825H  Police  Rangemaster 

1702  Police  Ring-In  Operator 

3208  Pool  Lifeguard 

320U  Pool  Stewardess 

2736  Porter 
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Class 

:ode  Class  Title 

27UO  Porter  Foreman 

278U  Porter  General  Foreman 

2738  Porter  Sub-Foreman 

7130  Power  and  Plant  Superintendent 

7363  Power  House  Electrician 

7255  Power  House  Electrician  Foreman 

736U  Power  House  Operator 

7128  Power  House  Superintendent 

3U17  Power  Mower  Operator 

72UU  Power  Plant  Foreman 

2762  Presser  Operator 

1656  Principal  Accountant 

163U  Principal  Account  Clerk 

182U  Principal  Administrative  Analyst 

8180  Principal  Attorney: 

1.  Civil 

2.  Criminal 

1218  Principal  Certification  Clerk 

5212  Principal  Civil  Engineer 

U4.O8  Principal  Clerk 

1U50  Principal  Clerk  Stenographer 

9117  Principal  Fare  Collections  Receiver 

Ij.2Ui|.  Principal  Inheritance  Tax  Examiner 

363U  Principal  Librarian: 

1.  Branch  Library  Services 

2.  Central  Library  Services 

3.  Children's  Services 
U.  Technical  Services 

3636  Principal  Librarian  -  Public  Relations 

352U  Principal  Museum  Preparator 

122U  Principal  Payroll  and  Personnel  Clerk 

1216  Principal  Payroll  Audit  Clerk 

I4.22I4.  Principal  Personal  Property  Auditor 

1256  Principal  Personnel  Analyst 

1206  Principal  Personnel  Clerk 

1236  Principal  Personnel  Technician  -  Tests  and  Measurements 

U273  Principal  Real  Property  Appraiser  (Buildings) 

U263  Principal  Real  Property  Appraiser  (Land) 

1726  Principal  Tabulating  Machine  Operator 

U|80  Principal  Water  Services  Clerk 

8I4.IO  Probation  Officer,  Juvenile  Court 

8U02  Probation  Officer  Trainee 

8102  Process  Server 

2888  Program  Chief,  Mental  Health  Services 

2122  Psychiatric  Admitting  Officer 

8UU;  Psychiatric  Investigator,  District  Attorney's  Office 

230U  Psychiatric  Orderly 

2930  Psychiatric  Social  Worker 

293U  Psychiatric  Social  Work  Supervisor 

1126  Public  Administrator 

5102  Public  Buildings  Maintenance  and  Repair  Assistant  Superintendent 
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Class 

Code  Class  Title 

3>10li  Public  Buildings  Maintenance  and  Repair  Superintendent 

8196  Public  Defender 

8lii2  Public  Defender's  Investigator 

2U86  Public  Health  Chemist 

2830  Public  Health  Nurse 

82UU  Public  Information  Coordinator  (Disaster  Corps) 

1312  Public  Information  Officer 

1320  Publicity  Representative  (De  Young  Museum) 

1310  Public  Relations  Assistant 

13U0  Public  Relations  Bureau  Director 

1311;  Public  Relations  Officer 

13U2  Public  Service  Assistant  Director,  Mayor's  Office 

13UU  Public  Service  Director,  Mayor's  Office 

8188  Public  Utilities  Counsel 

2970  Public  Welfare  Assistant  Director  -  Administrative 

2972  Public  Welfare  Assistant  Director  -  Social  Service 

297U  Public  Welfare  Director 

1952  Purchaser 

195U  Purchaser  (Printing) 


52U6  Radio  Engineer 

7367  Radio  Technician 

3222  Rangemaster 

U256  Real  Estate  Analyst 

U270  Real  Property  Appraiser  (Buildings) 

U260  Real  Property  Appraiser  (Land) 

U212  Real  Property  Records  Supervisor 

3288  Recreation  Area  Supervisor 

3292  Recreation  Assistant  Superintendent 

328U  Recreation  Leader 

329U  Recreation  Superintendent 

2320  Registered  Nurse 

1132  Registrar  of  Voters 

2962  Rehabilitation  Center  Assistant  Manager 

2961;  Rehabilitation  Center  Manager 

2960  Rehabilitation  Center  Work  Supervisor 

2^66  Rehabilitation  Counselor 

UllO  Rental  Property  Supervisor 

1802  Research  Assistant 

7UU6  Reservoir  Keeper 

2902  Resource  Investigator 

1112  Retirement  System  General  Manager 

3306  Rides  Attendant 

7370  Rigger 

UlUO  Right-of-Way  Agent 

7208  Roads  Maintenance  Supervisor 

6102  Rodent  Controlman 

22I4.O  Roentgenologist 
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Class 

Code  C 

6120  Sanitation  and  Housing  Inspector 

7231  School  Buildings  Maintenance  and  Repair  Supervisor 

2802  School  Children's  Orderly 

1660  School  District  Accounting  Supervisor 

72lr5  School  Equipment  Foreman 

3k7k  School  Grounds  Maintenance  Supervisor 

7209  School  Heating  and  Ventilating  Supervisor 
272U  School  Janitor 

2730  School  Janitorial  Services  Assistant  Supervisor 

2732  School  Janitorial  Services  Supervisor 

2726  School  Janitor  Sub-Foreman 

2?0l|  School  Janitress 

21+12  School  Laboratory  Assistant 

2630  School  Lunchroom  Cook 

26LU  School  Lunchroom  Helper 

2636  School  Lunchrccms  Assistant  Supervisor 

7210  School  Maintenance  Coordinator 
3282  School  Recreation  Leader 

3289  School  Recreation  Supervisor 

1928  School  Supplies  Analyst 

622U  Sealer  of  Weights  and  Measures 

2772  Seamstress 

15U0  Secretary,  Fire  Commission 

15UU  Secretary,  Library  Commission 

15U8  Secretary,  Public  Welfare  Commission 

165U  Senior  Accountant 

1632  Senior  Account  Clerk 

I6I4O  Senior  Accounting  Machine  Operator 

1812  Senior  Actuarial  Clerk 

1716  Senior  Addressing  Machlrs  Operator 

8U32  Senior  Adult  Probation  Officer 

3U52  Senior  Agricultural  Inspector 

3508  Senior  Aquarist 

5270  Senior  Architect 

5338  Senior  Architectural  Draftsman 

8178  Senior  Attorney: 

1„  Civil 

2.  Criminal 

2UU0  Senior  Blood  Bank  Technician 

ljh2  Senior  Blueprinting  Machine  Operator 

6238  Senior  Boiler  Inspector 

7Ul8  Senior  Book  Repairer 

6256  Senior  Building  Inspector 

U382  Senior  Cashier,  Treasurer 

29U2  Senior  Child  Welfare  Worker 

5282  Senior  City  Planner 

529U  Senior  City  Planner  (Zoning) 

5330  Senior  City  Planning  Draftsman 

536U  Senior  Civil  Draftsman 

5210  Senior  Civil  Engineer 
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Class 

Code  Class  Title 

8160  Senior  Claims  Investigator 

lii76  Senior  Claims  Process  Clerk 

H4O6  Senior  Clerk 

llUi6  Senior  Clerk  Stenographer 

lli26  Senior  Clerk  Typist 

2UU6  Senior  Clinical  Laboratory  Technologist 

2576  Senior  Clinical  Psychologist 

U308  Senior  Collections  Clerk 

8136  Senior  Confidential  Crime  Reporter 

6326  Senior  Construction  Inspection  Engineer 

6320  Senior  Construction  Inspector 

8322  Senior  Counselor  (Boys  Ranch  School) 

(Juvenile  Hall) 

8111;  Senior  Court  Clerk 

3550  Senior  Curator,  Junior  Museum 

6112  Senior  Dairy  and  Milk  Inspector 

1272  Senior  Departmental  Personnel  Officer 

8306  Senior  Deputy  Sheriff 

8lU8  Senior  District  Attorney's  Investigator 

7317  Senior  District  Water  Serviceman 

8152  Senior  Domestic  Relations  Counselor 

535U  Senior  Electrical  Draftsman 

52U2  Senior  Electrical  Engineer 

2l;3U  Senior  Electrocardiograph  Technician 

°ll!i  Senior  Fare  Collections  Cashier 

9116  Senior  Fare  Collections  Receiver 

U2I4.2  Senior  Inheritance  Tax  Examiner 

6222  Senior  Inspector  of  Weights  and  Measures 

2752  Senior  Laundry  Utility  Worker 

8108  Senior  Legal  Process  Clerk 

H;60  Senior  Legal  Stenographer 

8120  Senior  Legislative  Clerk 

3632  Senior  Librarian: 

1.  Branch  Library  Services 

2.  Central  Library  Services 

3.  Children's  Services 
k.      Senior  Librarian 

5>.  Technical  Services 

2530  Senior  Medical  Steward 

U252  Senior  Marine  Appraiser 

1926  Senior  Materials  and  Supplies  Supervisor 

53U6  Senior  Mechanical  Draftsman 

5258  Senior  Mechanical  Engineer 

3652  Senior  Medical  Record  Librarian 

2922  Senior  Medical  Social  Worker 

2U6U  Senior  Microbiologist 

2522  Senior  Morgue  Attendant 

8228  Senior  Museum  Guard 

3522  Senior  Museum  Preparator 

2500  Senior  Occupational  Therapist 
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Class 

■-I  Class  Title 

1762  Senior  Offset  Machine  Operator 

7335  Senior  Operating  Engineer 

1222  Senior  Payroll  and  Personnel  Clerk 

1211;  Senior  Payroll  Audit  Clerk 

U222  Senior  Personal  Property  Auditor 

125U  Senior  Personnel  Analyst 

1201;  Senior  Personnel  Clerk 

123U  Senior  Personnel  Technician  -  Tests  and  Measurements 

2U52  S  nior  Pharmacist 

2lj.08  Senior  Pharmacy  Helper 

3257  Senior  Photography  Instructor 

175>2  Senior  Photostat  Operator 

2558  Senior  Physical  Therapist 

2222  Senior  Physician 

2232  Senior  Physician  Specialist 

7365  Senior  Power  House  Operator 

276U  Senior  Presser  Operator 

8I4I2  Senior  Probation  Officer,  Juvenile  Court 

2932  Senior  Psychiatric  Social  Worker 

2U88  Senior  Public  Health  Chemist 

1956  Senior  Purchaser 

7368  Senior  Radio  Technician 

U272  Senior  Real  Property  Appraiser  (Buildings) 

U262  Senior  Real  Property  Appraiser  (Land) 

3286  Senior  Recreation  Leader 

i|lli2  Senior  Right-of-Way  Agent 

6IOI4.  Senior  Rodent  Controlman 

7373  Senior  Sewage  Plant  Operator 

2li78  Senior  Sewage  Treatment  Chemist 

7U5l  Senior  Shade  and  Drapery  Man 

2912  Senior  Social  Worker 

1806  Senior  Statistician 

1936  Senior  Storekeeper 

1922  Senior  Stores  Clerk 

6232  Senior  Street  and  Sidewalk  Inspector 

3211;  Senior  Swimming  Instructor 

172U  Senior  Tabulating  Machine  Operator 

1708  Senior  Telephone  Operator 

5232  Senior  Traffic  Engineer 

LU32  Senior  Transcriber  Typist 

912U  Senior  Transit  Information  Clerk 

9128  Senior  Transit  Traffic  Checker 

7385  Senior  Typewriter  Repairman 

1612  Senior  Utility  Billing  Clerk 

2758  Senior  Washer 

2U72  Senior  Water  Chemist 

LU78  Senior  Water  Services  Clerk 

2U28  Senior  X-Ray  Technician 

8220  Sergeant-At-Arms 

LU70  Services  and  Supply  Assistant  Supervisor 
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Class 

•■  Class  Title 

lii.72  Services  and  Supply  Supervisor 

7372  Sewage  Plant  Operator 

5128  Sewage  Pumping  Stations  Superintendent 

2I4.76  Sewage  Treatment  Chemist 

513U  Sewage  Treatment  Plants  General  Superintendent 

5130  Sewage  Treatment  Plant  Superintendent 

7hkQ  Sewer  Cleaner 

6208  Sewer  Gas  Tester 

5132  Sewer  Repair  and  Sewage  Treatment  Superintendent 

7280  Sewer  Repair  Assistant  Superintendent 
72U6  Sewer  Repair  General  Foreman 

6216  Sewer  Safety  Inspector 

7UU9  Sewer  Serviceman 

7U50  Shade  and  Drapery  Man 

7U52  Shade  Man 

7376  Sheet  Metal  Worker 

72U7  Sheet  Metal  Worker  Foreman 

8350  Sheriff 

8312  Sheriff's  Captain 

8310  Sheriff's  Lieutenant 

8301  Sheriff's  Property  Keeper 

8308  Sheriff's  Sergeant 

1210  Sick  Report  Investigator 

7U5U  Signalman 

2950  Social  Welfare  Division  Supervisor 

2910  Social  Worker 

2906  Social  Worker  Trainee 

2911|  Social  Work  Supervisor 

2622  Special  Diet  Aide 

Ui53  Special  Stenographic  Secretary  to  the  Mayor 

25U2  Speech  Therapist 

3310  Stableman 

8216  Stage  Doorman 

7377  Stage  Electrician 
I8OI4.  Statistician 
73U8  Steamfitter 

72U8  Steamfitter  Foreman 

1U52  Stenographic  Secretary 

1U5U  Stenographic  Secretary  to  the  Mayor 

2502  Sterilizer  Operator 

193n  Storekeeper 

1938  Stores  and  Equipment  Assistant  Supervisor 

19U0  Stores  and  Equipment  Supervisor 

1920  Stores  Clerk 

6230  Street  and  Sidewalk  Inspector 

7530  Street  Cleaner 

7532  Street  Cleaner  Sub-Foreman 

7281  Street  Cleaning  General  Foreman 
5170  Street  Cleaning  Superintendent 
6212  Street  Lighting  Inspector 
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Class 

lode  Class  Title 

3khO  Street  Planting  Supervisor 

7282  Street  Repair  General  Foreman 

5172  Street  Repair  Superintendent 

7U56  Street  Sign  Repairman 

28U0  Student  Health  Advisor 

253U  Student  Vision  Screening  Technician 

83U2  Superintendent,  Juvenile  Hall 

1658  Supervising  Accountant 

8U3U  Supervising  Adult  Probation  Officer 

832U  Supervising  Counselor  (Boys  Ranch  School) 

(Juvenile  Hall) 

8I4.IU  Supervising  Probation  Officer,  Juvenile  Court 

2832  Supervising  Public  Health  Nurse 

3290  Supervising  Recreation  Leader 

7201  Supervisor,  Structural  Maintenance 

1930  Supply  Room  Attendant 

2308  Surgical  Aide 

5310  Surveyor's  Field  Assistant 

531U  Survey  Party  Chief 

3212  Swimming  Instructor 

7U58  Switch  Repairer 


1728  Tabulating  Division  Supervisor 

1722  Tabulating  Machine  Operator 

U37U  Tax  Collector 

1706  Telephone  Operator 

U320  Teller 

7378  Tile  Setter 

2li20  Tissue  Technician 

1906  Toolroom  Attendant 

2U58  Toxicologist 

7283  Track  Maintenance  General  Foreman 

75UO  Trackman 

7251  Trackman  Foreman 

7U60  Traffic  Painter 

5302  Traffic  Serviceman 

1U30  Transcriber  Typist 

9152  Transit  Control  Assistant  Supervisor 

9150  Transit  Control  Dispatcher 

915U  Transit  Control  Supervisor 

9102  Transit  Equipment  Cleaner 

910U  Transit  Equipment  Cleaner  Sub-Foreman 

7152  Transit  Equipment  Superintendent 

9122  Transit  Information  Clerk 

9170  Transit  Operating  Instructor 

7225  Transit  Paint  Shop  Foreman 

9H8  Transit  Revenue  Supervisor 

9130  Transit  Schedule  Maker 

913U  Transit  Schedule  Supervisor 

91UU  Transit  Service  Inspector 
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Class 

Code  Class  Title 

911|0  Transit  Time  Auditor 

9126  Transit  Traffic  Checker 

9136  Transit  Traffic  Superintendent 

7?83  Transmission  Lineman 

7229  Transmission  Lineman  Foreman 

7285  Transmission  Lineman  General  Foreman 

9182  Transportation  Assistant  Superintendent 

82UO  Transportation  Coordinator  (Disaster  Corps) 

9180  Transportation  Division  Superintendent 

918U  Transportation  Superintendent 

J4.39O  Treasurer 

3h3h  Tree  Topper 

3li36  Tree  Topper  Foreman 

8176  Trial  Attorney: 

1.  Civil 

2.  Criminal 
7381;  Typewriter  Repairman 


83U8  Undersheriff 

7387  Upholsterer 

5286  Urban  Renewal  Analyst 

5110  Urban  Renewal  Coordinator 

1302  Usher,  Mayor's  Office 

5lU2  Utilities  Engineering  Bureau  Assistant  Chief  Engineer 

1610  Utility  Billing  Clerk 

1606  Utility  Billing  Machine  Operator 

7250  Utility  Foreman 

7281;  Utility  General  Foreman 

7550  Utility  Man,  Schools 

7388  Utility  Plumber 

71+62  Utility  Plumber  Helper 


260c  Vegetable  Man 

3302  Vendor 

2808  Venereal  Disease  Interviewer 

2806  Venereal  Disease  Investigator 

1+206  Veterans  Assessment  Services  Supervisor 

71+66  Voting  Machine  Assistant  Custodian 

7206  Voting  Machine  Custodian 

7U6U  Voting  Machine  Serviceman 


2756  Washer 

8202  Watchman 

21+70  Water  Chemist 

7U68  Water  Construction  and  Maintenance  Laborer 

7131+  Water  Construction  and  Maintenance  Superintendent 

5161+  Water  Department  Assistant  General  Manager  and  Chief  Engineer 
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Class 

Code  Class  Title 

5166  Water  Department  General  Manager  and  Chief  Engineer 

7389  Water  Gateman 

7hh2  Water  Meter  Repair  Helper 

7353  Water  Meter  Repairman 

72UO  Water  Meter  Shop  Foreman 

5162  Water  Purification  Division  Manager 

lii.68  Water  Services  Clerk 

7U70  Watershed  Keeper 

7136  Water  Shops  and  Equipment  Superintendent 

5lU8  Water  Supply  Superintendent,  Fire  Department 

7390  Welder 

7392  Window  Cleaner 

7393  Window  Cleaner  Sub-Foreman 

7U72  Wire  Rope  Cable  Maintenance  Mechanic 


2l;2l|    X-Ray  Laboratory  Aide 
2U26    X-Ray  Technician 


7560    Yardman 


5112    Zoning  Administrator 
33UO    Zoo  Director 
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SCHEMATIC  INDEX 
TO 
CLASS  SPECIFICATIONS 
BY 
OCCUPATIONAL  SERVICES  AND  GROUPS 


(According  to  Class  Code  Numbers  and  Corresponding  Class  Titles) 


Key  to  Schematic  In : 

es  and  Groups  Code 

Administrative,  Personnel,  Fiscal  and  Clerical  Service  1000 
Administrative  and  Management  Group 

Personnel  Group  1200 

Publicity  and  Public  Relations  Group  1300 

Clerical,  Typing  and  Stenographic  Group  liiOO 

Administrative  Secretarial  Group  1500 

Payroll,  Billing  and  Accounting  Group  1600 

Office  and  Photographic  Machine  Group  1700 

Budget,  Administrative  and  Statistical  Analyst  Group  l800 

Purchasing  and  Storekeeping  Group  1900 

lealth,  Welfare,  Dietary  and  Housekeeping  Service  2000 

Hospital  Administration  Group  210C 

Medical  and  Dental  Group  2200 

Nursing  Group  2300 

Laboratory  Group  2U00 
Therapy  and  Auxilliary  Group 

Dietary  and  Food  Group  2600 
Housekeeping  and  Laundry  Group 

Public  Health  Group  2800 

Social  Welfare  Group  2900 

,  Park,  Agricultural  and  Cultural  Service  

Administrative  Group 

Recreation  Group  3200 

Parks  Group  3300 

Agriculture  and  Horticulture  Group  3h00 

Cultural  Giroup  3500 

Library  Group  3600 

Property,  Appraisal,  Taxation  and  Revenue  Service  - 

Property  Administration  Group  ulO 

Appraisal  and  Taxation  Group  k20C 

Revenue  Group  U300 

Engineering  and  Public  Works  Service 
Administrative  Group 
Professional  Engineering  Group 
Sub-Professional  Engineering  Group 

Inspection  Service  . 

Health  and  Sanitation  Inspection  Group 

Public  Safety  Inspection  Group  620° 

Construction  Inspection  Group 
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Services  and  Groups  Code 

Labor  and  Trades  Service  7000 

Administrative  Group  7TOT5 

Supervisory  Group  7200 

Journeyman  Trade  Group  7300 

Skilled  Labor  Group  71^00 

Semi -Skilled  and  General  Labor  Group  7500 

Legal,  Protection  and  Detention  Service 
Legal  and  Court  Group 

Protection  and  Apprehension  Group  8200 

Correction  and  Detention  Group  8300 

Probation  and  Parole  Group  8U00 

Transportation  Service  j 

Street  Transit  Group 

Airport  Operations  Group  9200 
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ADMINISTRATIVE,   PERSONNEL,    FISCAL  AND  CLERICAL   SERVICE 
(Code  1000) 


Administrative   and  Management  Group  (Code  1100) 

Class 

Code  Class  Title 

1102  Parking  Authority  Assistant  Manager 

IIOU  Parking  Authority  Manager 

1108  Health  Service  System  Director 

1112  Retirement  System  General  Manager 

1116  Commercial  Division  Assistant  Manager 

1118  Commercial  Division  Manager 

112U  Assistant  Public  Administrator 

1126  Public  Administrator 

1130  Assistant  Registrar  of  Voters 

1132  Registrar  of  Voters 

113U  Assistant  Recorder 

1136  Assistant  County  Clerk 

1138  County  Clerk-Recorder 

llUO  Director  of  Finance  and  Records 

llUU  Chief  Assistant  Clerk,  Board  of  Supervisors 

11U6  Clerk  of  the  Board  of  Supervisors 

1150  General  Manager,  Department  of  Electricity 

1160  Assistant  Director  of  Procurement  and  Services 

1162  Director  of  Procurement  and  Services 

1166  Director  of  Public  Health 

1170  Administrative  Secretary,  Public  Utilities  Commission 

1172  General  Manager  of  Public  Utilities 

1180  Executive  Assistant  to  the  Chief  Administrative  Officer 

1182  Chief  Administrative  Officer 

1190  Mayor 


Personnel  Group  (Code  1200) 

1202  Personnel  Clerk 

120U  Senior  Personnel  Clerk 

1206  Principal  Personnel  Clerk 

1210  Sick  Report  Investigator 

1212  Payroll  Audit  Clerk 

121U  Senior  Payroll  Audit  Clerk 

1216  Principal  Payroll  Audit  Clerk 

1218  Principal  Certification  Clerk 

1220  Payroll  and  Personnel  Clerk 

1222  Senior  Payroll  and  Personnel  Clerk 

12 2U  Principal  Payroll  and  Personnel  Clerk 

1226  Chief  Payroll  and  Personnel  Clerk 

1230  Personnel  Aide  -  Tests  and  Measurements 

1232  Personnel  Technician  -  Tests  and  Measurements 

123U  Senior  Personnel  Technician  -  Tests  and  Measurements 

1236  Principal  Personnel  Technician  -  Tests  and  Measurements 

1238  Chief  Personnel  Technician  -  Tests  and  Measurements 

1250  Personnel  Aide 

1252  Personnel  Analyst 

12£U  Senior  Personnel  Analyst 


Personnel  Group  (Code  1200)  (Continued) 

Class 

Code  Class  Title 

1256  Principal  Personnel  Analyst 

12^8  Chief  Personnel  Analyst 

1270  Departmental  Personnel  Officer 

1272  Senior  Departmental  Personnel  Officer 

1271*  Director,  Bureau  of  Personnel  and  Safety 

1276  Director  of  Recruitment  and  Examinations 

1280  Director  of  Classification  and  Pay 

128U  Assistant  Secretary,  Civil  Service  Commission 

1288  Personnel  Director,  In-Service  Activities 

1292  General  Manager,  Personnel 


Publicity  and  Public  Relations  Group  (Code  1300) 

1302  Usher,  Mayor's  Office 

1310  Public  Relations  Assistant 

1312  Public  Information  Officer 

1311*  Public  Relations  Officer 

1320  Publicity  Representative  (De Young  Museum) 

1330  Consumer  Relations  Representative 

1332  Consumer  Relations  Supervisor 

13U0  Public  Relations  Bureau  Director 

131*2  Public  Service  Assistant  Director,  Mayor's  Office 

13UU  Public  Service  Director,  Mayor's  Office 

Clerical,  Typing  and  Stenographic  Group  (Code  11*00) 

11*02  Junior  Clerk 

ll*0l*  Clerk 

11*06  Senior  Clerk 

11*08  Principal  Clerk 

1U10  Chief  Clerk 

11*22  Junior  Clerk  Typist 

11*21*  Clerk  Typist 

11*26  Senior  Clerk  Typist 

11*30  Transcriber  Typist 

11*32  Senior  Transcriber  Typist 

11*36  Braille  Typist 

11*1*0  Medical  Transcriber  Typist 

11*1*2  Junior  Clerk  Stenographer 

11*1*1*  Clerk  Stenographer 

11*1*6  Senior  Clerk  Stenographer 

11*50  Principal  Clerk  Stenographer 

11*52  Stenographic  Secretary 

11*53  Special  Stenographic  Secretary  to  the  Mayor 

11*51*  Stenographic  Secretary  to  the  Mayor 

11*58  Legal  Stenographer 

11*60  Senior  Legal  Stenographer 
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Clerical,  ".yping  and  Stenographic  Group  (Code  lUOO)  (Continued) 

Class 

:ode  Class  Title 

1U6U  Medical  Clerk  Stenographer 

lli66  Meter  Reader 

11*68  Water  Services  Clerk 

11*70  Services  and  Supply  Assistant  Supervisor 

11*72  Services  and  Supply  Supervisor 

ll*7l*  Claims  Process  Clerk 

11*76  Senior  Claims  Process  Clerk 

11*78  Senior  Water  Services  Clerk 

11*80  Principal  Water  Services  Clerk 

11*86  Educational  Credentials  Technician 

11*90  Messenger  Center  Supervisor 

ll*92  Assistant  Clerk,  Board  of  Supervisors 

Administrative  Secretarial  Group  (Code  1$00) 

1502  Confidential  Secretary  to  Manager,  Parking  Authority 

1506  Confidential  Secretary  to  Sheriff 

1510  Confidential  Secretary  to  Public  Defender 

I5lh  Confidential  Secretary  to  Superintendent  of  Schools 

1518  Confidential  Secretary  to  Assessor 

1520  Confidential  Secretary  to  District  Attorney 

1522  Confidential  Secretary  to  City  Attorney 

1526  Confidential  Secretary  to  Mayor 

151*0  Secretary,  Fire  Commission 

15>1*1*  Secretary,  Library  Commission 

151*8  Secretary,  Public  Welfare  Commission 

1556  Administrative  Secretary,  City  Planning  Commission 

1570  Executive  Secretary  to  the  Board  of  Permit  Appeals 

1571*  Executive  Secretary  to  the  Controller 

1578  Executive  Secretary  to  the  Mayor 

Payroll,  Billing  and  Accounting  Group  (Code  1600) 

1602  Comptometer  Operator 

1606  Utility  Billing  Machine  Operator 

1610  Utility  Billing  Clerk 

1612  Senior  Utility  Billing  Clerk 

1616  Closing  Accounts  Biller 

1620  Billing  Pre-Auditor 

1626  Junior  Account  Clerk 

1630  Account  Clerk 

1632  Senior  Account  Clerk 

1631*  Principal  Account  Clerk 

1638  Accounting  Machine  Operator 

161*0  Senior  Accounting  Machine  Operator 

161*1*  Machine  Accounting  Technician 


Payroll,    Billing  and  Accounting  broup   ■,  bo.le    lQUUj    continued; 

Class 

Code  Class  Title 

1650  Junior  Accountant 

1652  Accountant 

165U  Senior  Accountant 

1656  Principal  Accountant 

1658  Supervising  Accountant 

1660  School  District  Accounting  Supervisor 

1662  Billing  and  Collection  Assistant  Supervisor 

166U  Billing  and  Collection  Supervisor 

1668  Consumer  Accounts  Assistant  Supervisor 

1670  Consumer  Accounts  Supervisor 

167U  Accounts  Bureau  Assistant  Director 

1676  Accounts  Bureau  Director 

1680  Assistant  Controller 

1682  Controller 


Office  and  Photographic  Machine  Group  (Code  1700) 

1702  Police  Ring-In  Operator 

1706  Telephone  Operator 

1708  Senior  Telephone  Operator 

1710  Chief  Telephone  Operator 

171U  Addressing  Machine  Operator 

1716  Senior  Addressing  Machine  Operator 

1720  Key  Punch  Operator 

1722  Tabulating  Machine  Operator 

172U  Senior  Tabulating  Machine  Operator 

1726  Principal  Tabulating  Machine  Operator 

1728  Tabulating  Division  Supervisor 

1730  Electronic  Data  Processing  Center  Assistant  Supervisor 

1732  Electronic  Data  Processing  Center  Supervisor 

17U0  Blueprinting  Machine  Operator 

17U2  Senior  Blueprinting  Machine  Operator 

1750  Photostat  Operator 

1752  Senior  Photostat  Operator 

1760  Offset  Machine  Operator 

1762  Senior  Offset  Machine  Operator 

1770  Photographer 

1772  Photo-Lithographer 

177U  Head  Photographer 

1780  Central  Services  Supervisor 

Budget,  Administrative  and  Statistical  Analyst  Group  (Code  l800) 

1802  Research  Assistant 

I80U  Statistician 

1806  Senior  Statistician 
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Budget,  Administrative  and  Statistical  Analyst  Group  (Code  1800) (Continued) 

Class 

Code  Class  Title 

1810  Actuarial  Clerk 

1812  Senior  Actuarial  Clerk 

I8H4  Assistant  Actuary 

1816  Actuary 

1820  Junior  Administrative  Analyst 

1822  Administrative  Analyst 

182U  Principal  Administrative  Analyst 

1830  Admini stratti ve  Assistant  to  the  Mayor 

Purchasing  and  Storekeeping  Group  (Code  1900) 

1902  Clothing  Room  Attendant 

1906  Toolroom  Attendant 

191U  Film  Serviceman 

1916  Custodian  -  R.O.T.C. 

1920  Stores  Clerk 

1922  Senior  Stores  Clerk 

192U  Materials  and  Supplies  Supervisor 

1926  Senior  Materials  and  Supplies  Supervisor 

1928  School  Supplies  Analyst 

1930  Supply  Room  Attendant 

1932  Assistant  Storekeeper 

193U  Storekeeper 

1936  Senior  Storekeeper 

1938  Stores  and  Equipment  Assistant  Supervisor 

19U0  Stores  and  Equipment  Supervisor 

1950  Assistant  Purchaser 

1952  Purchaser 

195U  Purchaser  (Printing) 

1956  Senior  Purchaser 


HEALTH,  WELFARE,  DIETARY  AND  HOUSEKEEPING  SERVICE 
(Code  2000 J 


Hospital  Administration  Group  (Code  2100) 

2102  Night  Male  Ambulatory  Supervisor 

210U  Day  Male  Ambulatory  Supervisor 

2110  Night  Female  Ambulatory  Supervisor 

2112  Day  Female  Ambulatory  Supervisor 

2120  Institutional  Admitting  Officer 

2122  Psychiatric  Admitting  Officer 

212U  Director  of  Admissions,  San  Francisco  General  Hospital 

2128  Administrative  Assistant,  Laguna  Honda  Home 

2130  Emergency  Hospital  Service  Assistant  Superintendent 

2132  Emergency  Hospital  Service  Superintendent 


Hospital  Administration  Group  (Code  2100)  (.Continued) 

Class 

•__  Class  Title 

21ii0  Night  Supervisor,  Laguna  Honda  Home 

2150  Night  Medical  Administrator,  San  Francisco  GeneralHospital 

2155  Assistant  Administrator,  Non-Medical,  Hassler  Health  Home 

2160  Assistant  Administrator,  Non-Medical 

2170  Assistant  Administrator,  Medical 

2180  Administrator,  Hassler  Health  Home 

2182  Administrator,  Laguna  Honda  Home 

2l8Ii  Administrator,  San  Francisco  General  Hospital 


Medical  and  Dental  Group  (Code  2200) 

2202  Dental  Aide 

220U  Dental  Hygienist 

2210  Dentist 

2212  Director,  Division  of  Dental  Health 

2220  Physician 

2222  Senior  Physician 

2230  Physician  Specialist 

2232  Senior  Physician  Specialist 

223U  District  Health  Officer 

22U0  Roentgenologist 

2250  Director  of  Clinical  Psychiatry 


Nursing  Group  (Code  2300) 

2302  Orderly 

230U  Psychiatric  Orderly 

2308  Surgical  Aide 

2312  Licensed  Vocational  Nurse 

2320  Registered  Nurse 

2322  Head  Nurse 

232U  Nursing  Supervisor 

2330  Anesthetist 

23UO  Operating  Room  Nurse 

23U2  Head  Nurse,  Surgery 

23UU  Assistant  Director  of  Nurses,  Surgery 

2350  Instructor  of  Nursing 

2352  Assistant  Director  of  Nursing  Education 

2360  Director  of  Nurses,  Hassler  Health  Home 

2368  Assistant  Director  of  Nurses 

2370  Director  cf  Nurses 


Laboratory  Group  (Code  2^00 


2U02    Laboratory  Helper 

2U06    Pharmacy  Helper 

2U08    Senior  Pharmacy  Helper 
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Laboratory  Group  (Code   2li00)    (Continued) 

Class 

Code  Class  Title 

2hl2  School  Laboratory  Assistant 

2hl6  Bacteriological  Laboratory  Assistant 

21*20  Tissue  Technician 

2U2U  X-Ray  Laboratory  Aide 

21*26  X-Ray  Technician 

21*28  Senior  X-Ray  Technician 

21*32  Elect rocafftiiDgraph  Technician 

2U3U  Senior  Electrocardiograph  Technician 

2ii36  Electroencephalograph  Technician 

21*38  Blood  Bank  Technician 

21*1*0  Senior  Blood  Bank  Technician 

21*1*1*  Clinical  Laboratory  Technologist 

21*1*6  Senior  Clinical  Laboratory  Technologist 

21*50  Pharmacist 

2l*!?2  Senior  Pharmacist 

21*56  Assistant  Toxicologist 

21*58  Toxicologist 

21*62  Microbiologist 

21*61*  Senior  Microbiologist 

21*66  Chief  Microbiologist 

2U70  Water  Chemist 

21*72  Senior  Water  Chemist 

21*76  Sewage  Treatment  Chemist 

21*78  Senior  Sewage  treatment  Chemist 

21*82  Engineering  Chemist 

21*86  Public  Health  Chemist 

2U88  Senior  Public  Health  Chemist 

21*90  Chief  Public  Health  Chemist 


Therapy  and  Auxiliary  Group  (Code  2500) 

2^02  Sterilizer  Operator 

2^06  Central  Supply  Room  Aide 

2508  Central  Supply  Room  Assistant  Supervisor 

2510  Central  Supply  Room  Supervisor 

25lU  Orthopedic  Technician 

2$l8  Coroner's  Ambulance  DriVer 

2520  Morgue  Attendant 

2522  Senior  Morgue  At tend ant 

2521*  Coroner's  Estate  Investigator 

2526  Ambulance  Driver 

2528  Medical  Steward 

2530  Senior  Medical  Steward 

2531*  Student  Vision  Screening  Technician 

2538  Audiometrist 

251*2  Speech  Therapist 
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Therapy  and  Auxiliary  Group   (Code  2500)   (Continued) 

Class 

Code  Class  Title 

2516  Handicraft  Instructor 

25U8       ipational  Therapist 

2550  Senior  Occupational  Therapist 

2552  Director  of  Diversional  Activities  and  Volunteer  Services 

255h  Physical  Therapy  Aide 

2556  Physical  Therapist 

2558  Senior  Physical  Therapist 

256?  Chiropractic  Consultant 

2561i  Podiatrist 

2566  Rehab ilita.ti.on  Counselor 

2568  Coordinator  of  Rehabilitation  Services 

257U  Clinical  Psychologist 

2576  Senior  Clinical  Psychologist 

2578  Chief  Clinical  Psychologist 

2580  Deputy  Coroner 

2582  Chief  Deputy  Coroner 

258U  Coroner 


Dietary  and  Food  Group  (Code  2600) 

2602    Kitchen  Helper 

2608    Vegetable  Man 

2612    Cafeteria  Helper 

26lU    School  Lunchroom  Helper 

26l8    Food  Service  Supervisor 

2622    Special  Diet  Aide 

Dietician 

Chief  Dietician 

2630  School  Lunchroom  Cook 

2632  Cook-Manager,    Elementary  School 

2631  Cook-Manager,   Secondary  School 

2636  School  Lunchrooms  Assistant  Supervisor 

2650  Cook's  Assistant 

2652  Pastry  Cook 

265U  Cook 

2656  Chef 

2660  Administrative  Chef 


Housekeeping  and  Laundry  Group   (Code  2700) 


270.? 

Janitress 

270U 

School  Janitress 

2706 

Housekeeper 

2710 

House  Mother 

27U4 

Janitor 

2716 

Janitor  Sub-Foreman 

2718 

Janitor  Foreman 
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Housekeeping  and  Laundry  Group  (Code  2700)  (Continued) 

Class 

Code  Class    Title 

2720  Janitorial  Services  Supervisor 

272li  School  Janitor 

2726  School  Janitor  ^ub-Foreman 

2728  Janitor  Supervisor  (City  College) 

2730  School  Janitorial  Services  Assistant  Supervisor 

2732  School  Janitorial  Services  Supervisor 

2736  Porter 

2738  Porter  Sub-Foreman 

27UO  Porter  Foreman 

27kh  Interior  Window  Cleaner 

2750  Laundry  Utility  Worker 

2752  Senior  Laundry  Utility  Worker 

275U  Laundry  Machine   Operator 

2756  Washer 

2758  Senior  washer 

2762  Press er  Operator 

276ii  Senior  Presser  Operator 

2768  Laundress 

2772  Seamstress 

277U  Head  Seamstress 

2778  Laundry  Clerk 

2782  Laundry  Superintendent 

278U  Porter  General  Foreman 

2786  General  Services  Man 


Public  Health  Group  (Code  2800) 

2802  School  Children's  Orderly 

2806  Venereal  Disease  Investigator 

2808  Venereal  Disease  Interviewer 

2812  Chief  Deputy  Registrar  of  vital  Statistics 

28l6  Chief,  Bureau  of  Records  and  Statistics 

2820  Health  Education  Assistant 

2822  Health  Educator 

282U  Chief,  Bureau  of  Health  Education 

2830  Public  Health  Nurse 

2832  Supervising  Public  Health  Nurse 

283U  Assistant  Director  of  Public  Health  Nursing 

2836  Director  of  Public  Health  Nursing 

28iiO  Student  Health  Advisor 

28L1I4.  Crippled  Children  Services  Supervisor 

28U8  Educational  Director,  Public  Health  Nursing 

285U  Chief,  Division  of  Venereal  Disease  Control 

2858  Chief,  Division  of  Tuberculosis  Control 

286U  Director,  Adult  Guidance  Center 

2868  Assistant  Director,  Bureau  of  Disease  Control 

2870  Director,  Bureau  of  Disease  Control 

2886  Director,  Bureau  of  Maternal  and  Child  Health 

2888  Program  Chief,  Mental  Health  Services 

2890  Assistant  Director  of  Public  Health 
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iocial  Welfare  Group   (Code  2900) 

Class 

Code  Class  Title 

2902  Resource  Investigator 

2906  Social  Worker  Trainee 

2910  Social  Worker 

291?  Senior  Social  Worker 

2914  Social  Work  Supervisor 

2920  Medical  Social  Worker 

2922  Senior  Medical  Social  Worker 

292U  Medical  Social  Work  Supervisor 

2930  Psychiatric  Social  Worker 

Senior  Psychiatric  Social  Worker 

293U  Psychiatric  Social  Work  Supervisor 

29U0  Child  Welfare  Worker 

29U2  Senior  Child  Welfare  Worker 

29ij.Ii  Child  Welfare  Supervisor 

29^0  Social  Welfare  Division  Supervisor 

2960  Rehabilitation  Center  Work  Supervisor 

2962  Rehabilitation  Center  Assistant  Manager 

296u  Rehabilitation  Center  Manager 

2970  Public  Welfare  Assistant  Director-Administrative 

2972  Public  Welfare  Assistant  Director-Social  Service 

297U  Public  Welfare  Director 


RECREATION,  PARK,  AGRICULTURAL  AND  CULTURAL  flatVICE 
(Code  3000)  ' 

Administrative  Group  (Code  3100) 

3102    Assistant  Business  Manager,  Recreation  and  Park  Department 

Business  Manager,  Recreation  and  Park  Department 
3110    Executive  Secretary  to  the  General  Manager,  Recreation  and 

Park  Department 
3120    Agricultural  and  Land  Division  Manager 
3130    Arboretum  Director 
31U.0         General  Manager,  Recreation  and  Park  Department 


Recreation  Group  (Code  3200) 

Locker  Room  Attendant 

326U  Pool  Stewardess 

3206  Beach  Lifeguard 

3208  Pool  Lifeguard 

3210  Head  Lifeguard 

3212  Swimming  Ins  true 

321u  Senior  Swimming  Instructor 

3216  Aquatics  Supervisor 

3220  Assistant  Ran^emaster 

3222  Rangemaster 

3226  Golf  Course  Starter 

3228  Golf  Course  Operations  Supervisor 


Recreation  Group  (Code  3200)  (Continued) 

Class 

Class  Title 

Assistant  Harbormaster 

Harbormaster 

Dance  Instructor 

Drama  Instructor 

Dramatics  and  Dancing  Supervisor 

Music  Assistant 

Pia; 

Orchestra  Instructor 

Music  Supervisor 

Photography  Instructor 

rr  Photography  Instructor 
Photography  Director 
Crafts  Instructor 

Curator  of  Arts  and  Crafts,  Junior  Museum 
Assistant  to  Municipal  Stadiums  Manager 
Municipal  Stadiums  Manager 
Athletics  Supervisor 
Assistant  Recreation  Leader 
School  Recreation  Leader 
Recreation  Leader 

or  Recreation  Leader 
Recreation  Area  Supervisor 
School  Recreation  Supervisor 
Supervising  Recreation  Leader 
Recreation  Assistant  Superintendent 
Recreation  Superintendent 


Parks  Group  (Code  3300) 

Vendor 

Rides  Attendant 

Stableman 

Animal  Keeper 

Assistant  Head  Animal  Keeper 

Head  Animal  Keeper 

Amusement  Operations  Manager 

Concessions  and  Amusements  Assistant  Supervisor 

Concessions,  Amusements  and  Camp  Supervisor 

Zoo  Director 

Parks  Supe  n  n tendent 

Agn culture  and  Horticulture  Group  (Code  3U00) 

Farmer 

Jail  Farm  Supervisor 

Caretaker 

Groundskeeper,  Sports 

Gardener 

Power  Mower  Operator 

Gardener  Sub-Foreman 

Municipal  Stadiums  Groundskeeper 

Gardener  Foreman 

Insecticide  Spray  Operator 


Agriculture  and  Horticulture  Group  (Code  3U00)  (Continued) 

Class 

Class  Title 

3k 28  Nurseryman 

3ii30  Chief  Nurseryman 

3k32  Arboretum  Accessions  Supervisor 

3h3h  Tree  Topper 

3U36  Tree  Topper  Foreman 

3UU0  Street  Planting  Supervisor 

3U50  Agricultural  Inspector 

3U52  Senior  Agricultural  Inspector 

3h5h  f  Agricultural  Inspector 

3U60  Agricultural  Instructor 

3U6U  Area  Supervisor,  Parks,  Squares  and  Facilities 

31*66  Assistant  Superintendent,  Parks,  Squares  and  Facilities 

3h70  Golf  Course  Maintenance  Supervisor 

3U7U  School  Grounds  Maintenance  Supervisor 

3U78  Farmers  Market  Assistant  Manager 

3U80  Farmers  Market  Manager 

3hBh  Agricultural  Division  Land  Agent 

Cultural  Group  (Code  3500) 

3502  Museum  Exhibit  Packer  and  Repairer 

3506  Aquarist 

3508  Senior  Aquarist 

3512  Aquarium  Exhibit  Preparator 

35l6  Aquatic  Collector 

3520  Museum  Preparator 

3022  Senior  Museum  Preparator 

3$2h  Principal  Museum  Preparator 

3526  Museum  Conservator  Assistant 

3528  Museum  Conservator 

353U  Museum  Photographer 

53UO  Curatorial  Aide 

35U6  Curator 

3SUQ  Curator  of  Natural  Science,  Junior  Museum 

3550  Senior  Curator,  Junior  Museum 

3552  Junior  Museum  Director 

3556  Museum  Registrar 

3560  Executive  Secretary,  Art  Commission 

3562  Executive  Secretary,  Board  of  irustees,  California  Palace 

of  the  Legion  of  Honor 

3561,  Executive  Secretary,  Board  of  Trustees,  M.H.  deYoung  Memorial  Museum 

3570  Administrative  Assistant,  M.H.  deYoung  Memorial  Museum 

3572  Director,  M.  H.  deYoung  Memorial  Museum 

3576  Assistant  Director,  California  Palace  of  the  Legion  of  Honor 
3578      .ector,  California  Palace  of  the  Legion  of  Honor 

3582  Maritime  Museum  Director 
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Library  Group  (Code  3600) 

Class 

Code  Class   Title 

Library  Page 
36O6         Book  Processor 
3610         Library  Assistant 
36lU         Music  Librarian 
3630         Librarian 

(Branch  Library  Services) 

(Central  Library  Services) 

(Technical  Services) 
3632         Senior  Librarian 

(Branch  Library  Services) 
(Central  Library  Services) 

(Children's  Services) 

(Senior  Librarian 

(Technical  Services) 
363U         Principal  Librarian 

(Branch  Library  Services) 

(Central  Library  Services) 

(Children's  Services) 

(Technical  Services) 
3636         Principal  Librarian-Public  Relations 
3638         Chief  Librarian 

(Branch  Library  Services) 

(Central  Library  Services) 

(Technical  Services) 
36U0         Coordinator,   Children's  Library  Activities 
3650         Medical  Record  Librarian 
3652         Senior  Medical   Record  Librarian 
3660         City  Attorney  Law  Librarian 
3670         City  Librarian 


PROPERTY,    APPRAISAL,    TAXATION  AND  REVENUE  SERVICE 
(Code  UOOO) 


Property  Administration  Group   (Code  UlOO) 

1*102  Airport  Lease  Records  Supervisor 

UllO  Rental  Property  Supervisor 

U120  Executive  Secretary,   Board  of  Trustees,  War  Memorial 

Ul22  Managing  Director,  War  Memorial 

Ul30  Convention  Facilities  ASSiStant  Manager 

Ul32  Convention  Facilities  Manager 

UliiO  Right-of-Way  Agent 

l|Ui2  Senior  RighVof-Way  Agent 

Ullili  Assistant  director  of  Property 

Ul50  Director  of  Property 
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Appraisal  and  Taxation  Group   (Code  J4200) 

Class 

Code  Class  Title 

U202  Assessment  Clerk 

U206  Veterans  ^ssessmentServices  Supervisor 

U208  Assessment  Services  Supervisor 

tlH2  Real  Property  Records  Supervisor 

U21U  Personal  Property  Records  Supervisor 

U220  Personal  Property  Auditor 

U222  Senior  Personal  Property  Auditor 

U22U  Principal  Personal  'roperty  Auditor 

U226  Chief  Personal  Property  Auditor 

U230  Estate  Investigator 

h23h  Estate  Tax  Analyst 

Ii.2U0  Inheritance  Tax  Examiner 

U2U2  Senior  Inheritance  Tax  Examiner 

U2UU  Principal  Inheritance  Tax  Examiner 

ll2$0  Marine  Appraiser 

U252  Senior  Marine  Appraiser 

U2$6  Real  Estate  Analyst 

U260  Real  Property  Appraiser   (Land) 

U262  Senior  Real  Property  Appraiser   (Land) 

U263  Principal  Real  Property  Appraiser  (Land) 

U26U  Chief  Real  Property  Appraiser    (Land) 

U270  Real  Property  Appraiser    (Buildings) 

Ii272  Senior  Real  Property  Appraiser    (Buildings 

U273  Principal  ^eal  Property  Appraiser  (Buildings) 

U27h  Chief  Real  Property  Appraiser    (Buildings) 

U280  Administrative  Assistant  to  the  Assessor 

U282  Assistant  Assessor 

Li2°0  Assessor 


Revenue  Group  (Code  U300) 

U302  Cafeteria  Cashier  Clerk 

U306  Collections  Clerk 

I4.308  Senior  Collections  Clerk 

U312  Bond  and  Coupon  Clerk 

U316  Head  Property  Tax  Clerk 

14320  Teller 

U32U  Parking  Meter  Collector 

U326  Parking  Meter  Collections  Supervisor 

Ii330  Investment  Administrator 

U33U  Investigator,  Tax  Collector 

U336  License  Bureau  Assistant  Supervisor 

U338  License  Bureau  Supervisor 

U3U2  Central  Permit  Bureau  Supervisor 

U3U6  Delinquent  Revenue  Assistant  Supervisor 

U3L.8  Delinquent  Revenue  Supervisor 

U352  Cashier,  Sheriff 

U356  Cashier,  County  Clerk 

U360  Assistant  Cashier,  Water  Department 
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rue  Group  (Code  U300)  (Continued) 

Class 

Co  ■:■  Class  Title 

Ii362  Cashier,  Water  Department 

U36J4  Assistant  Collection  Supervisor,  Water  Department 

Il366  Collection  Supervisor,  Water  Departme nt 

U370  Assistant  Cashier,  Tax  Collector 

U372  Cashier,  Tax  Collector 

h37k  Tax  Collector 

U380  Cashier,  Treasurer 

U382  Senior  Cashier,  Treasurer 

U38U  Assistant  Treasurer 

U390  Treasurer 


ENGINEERING  AND  PUBLIC  WORKS  SERVICE 
(Code  5000} 

Administrative  Group  (Code  $100) 

$102  Public  Buildings  Maintenance  and  Repair  Assistant  Superintendent 

$10li  Public  Buildings  Maintenance  and  Repair  Superintendent 

5110  Urban  Renewal  Coordinator 

$112  Zoning  Administrator 

5>1LU  City  Planning  Assistant  Director 

$116  City  Planning  Director 

$120  Architectural  Administrator 

$122  Assistant  City  Architect 

$121*  City  Architect 

$128  Sewage  Pumping  Stations  Superintendent 

$130  Sewage  Treatment  Plant  Superintendent 

$132  Sewer  Repair  and  Sewage  Treatment  Superintendent 

$13U  Sewage  Treatment  Plants  General  Superintendent 

$138  Hetch  Hetchy  Project  Engineer  of  Operations 

$1U0  Hetch  Hetchy  Project  Assistant  Manager 

$11*2  Utilities  Engineering  Bureau  Assistant  Chief  Engineer 

5lUi  Hetch  Hetchy  Project  and  Utilities  Engineering  Bureau 

General  Manager  and  Chief  Engineer 

$1U8  Water  Supply  Superintendent,  Fire  Department 

$1$0  Alameda  Division  Assistant  Manager 

$1$2  Alameda  Division  Manager 

$l$ii  Peninsula  Division  Assistant  Manager 

$1$6  Peninsula  Division  Manager 

$1$8  City  Distribution  Division  Assistant  Manager 

$160  City  Distribution  Division  Manager 

$162  Water  Purification  Division  Manager 

$16U  Water  Department  Assistant  General  Manager  and  Chief  Engineer 

$166  Water  Department  General  Manager  and  Chief  Engineer 

$170  Street  Cleaning  Superintendent 

$17?  Street  Repair  Superintendent 

$17U  Administrative  Engineer 
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Class 

Class  Title 

5176  Chief  Valuation  and  Rate  Engineer 

5180  Assistant  City  Engineer 

5182  City  Engineer 

5183  Building  Inspection  Assistant  Superintendent 
5l8U  Building  Inspection  Superintendent 

5186  Assistant  Director  of  Public  Works  (Administrative) 

5188  Assistant  Director  of  Public  Works  (Maintenance  and  Operations) 

5190  .   ictor  of  Public  Works 


rofessional  Engineering  Group  (Code  5200) 

5202  Junior  Civil  Engineer 

520U  Assistant  Civil  Engineer 

5206  Associate  Civil  Engineer 

5208  Civil  Engineer 

5210  Senior  Civil  Engineer 

5212  Principal  Civil  Engineer 

521U  Building  Plans  Engineer 

5216  Chief  Surveyor 

5220  Junior  Water  Purification  Engineer 

5222  Assistant  Water  Purification  Engineer 

522u  Associate  Water  Purification  Engineer 

5228  Assistant  Traffic  Engineer 

5230  Associate  Traffic  Engineer 

5232  Senior  Traffic  Engineer 

523U  Junior  Electrical  Engineer 

5236  Assistant  Electrical  Engineer 

5236  Associate  Electrical  Engineer 

52U0  Electrical  Engineer 

52U2  Senior  Electrical  Engineer 

52U6  Radio  Engineer 

5250  Junior  Mechanical  Engineer 

5252  Assistant  Mechanical  Engineer 

525U  Associate  Mechanical  Engineer 

5256  Mechanical  Engineer 

5258  Senior  Mechanical  Engineer 

5262  Building  Maintenance  and  Repair  Assistant  Engineer 

526U  Building  Maintenance  and  Repair  Engineer 

5268  Architect 

5270  Senior  Architect 

527U  Landscape  Architect 

5278  Assistant  City  Planner 

5280  Associate  City  Planner 

5282  Senior  City  Planner 

5286  Urban  Renewal  Analyst 

5290  Assistant  City  Planner  (Zoning) 

5292  Associate  City  Planner  (Zoning) 

529U  Senior  City  Flanner  (Zoning) 

£296  Assistant  Zoning  Administrator 
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Sub-Professional  Engineering  Group  (Code  $300) 

Class 

C eiass  Ti  • 

$302  Traffic  Serviceman 

$306  Assistant  Hydrographer 

$308  Hydrographer 

$310  Surveyor's  Field  Assistant 

$312  Instrument  Man 

$31U  Survey  Party  Chief 

$320  Illustrator  and  Art  Designer 

$328  City  Planning  Draftsman 

$330  Senior  City  Planning  Draftsman 

$33il  Junior  Architectural  Draftsman 

$336  Architectural  Draftsman 

$338  Senior  Architectural  Draftsman 

$3h2  Junior  Mechanical  Draftsman 

$3hU  Mechanical  Draftsman 

$3U6  Senior  Mechanical  Draftsman 

$3$0  Junior  Electrical  Traftsman 

$3$2  Electrical  Draftsman 

$3$U  Senior  Electrical  Draftsman 

$360  Junior  Civj  I  T^f  tsmar, 

Civil  Draftsman 

$36U  Senior  Civil  Draftsman 

$370  Cost  Estimator 


INSPECTION  SERVICE 
(Code  6000) 


Health  and  Sanitation  Inspection  Group  (Code  6100) 

6102  Rodent  Controlman 

6IOI4.  Senior  Rodent  Controlman 

6110  Dairy  and  Milk  Inspector 

6112  Senior  Dairy  and  Milk  Inspector 

6llU  Chief  Dairy  and  Milk  Inspector 

6120  Sanitation  and  Housing  Inspector 

6122  Chief  Sanitation  and  Housing  Inspector 

612U  Assistant  District  Supervisor,  Sanitation  and  Housing  Inspection 

6126  District  Supervisor,  Sanitation  and  Housing  Inspection 

6130  Industrial  Wastes  Inspector 

Public  Safety  Inspection  Group  (Code  6200) 

6202  Hose  Inspector 

6208  Sewer  Gas  Tester 

6212  Street  Lighting  Inspector 

6216  Sewer  Safety  Inspector 

6220  Inspector  of  Weights  and  Measures 

6222  Senior  Inspector  of  Weights  and  Measures 


Public  Safety  Inspection  Group  (Code  6200)  (Continued) 

Class 

Code  Class  Title 

Sealer  of  Weights  and  Measures 
6230    Street  and  Sidewalk  Inspector 

Senior  Street  and  Sidewalk  Inspector 
6236    Boiler  Inspector 
6238    Senior  Boiler  Inspector 

Plumbing  Inspector 

Chief  Plumbing  Inspector 
62I18    Electrical  Inspector 
6250    Chief  Electrical  Inspector 
6252    Line  Inspector 

Building  Inspector 
6256    Senior  Building  Inspector 
6258    Chief  Building  Inspector 


Construction  Inspection  Group  (Code  63OO 

6310  Mechanical  Construction  Inspector 

6318  Construction  Inspector 

6320  Senior  Construction  Inspector 

6322  Associate  Construction  Inspection  Engineer 

632li  Construction  Inspection  Engineer 

6326  Senior  Construction  Inspection  Engineer 

6330  Building  Construction  Inspector 

6332  Chief  Building  Construction  Inspector 


LABOR  AND  TRADES  SERVICE 
(Code  7000) 

Administrative  Group  (Code  7100) 

7102    Maintenance  and  Repair  Assistant  Superintendent,  Hetch  Hetchy 

Project 
710U    Mechanical  Shop  and  Equipment  Assistant  Superintendent 

7120  Buildings  and  Grounds  Maintenance  Superintendent 

7122  Buildings  Maintenance  Superintendent 

7123  Machine  Shop  and  Parking  Meter  Superintendent 

7121  Maintenance  and  Repair  Superintendent,  Hetch  Hetchy  Project 
7126  Mechanical  Shop  and  Equipment  Superintendent 

7128  Power  House  Superintendent 

7130  Power  and  Plant  Superintendent 

7131  Electrical  Maintenance  and  Construction  Superintendent 
713h  Water  Construction  and  Maintenance  Superintendent 
7136  Water  Shops  and  Equipment  Superintendent 

7150    City  Shops  General  Superintendent 
7152    Transit  Equipment  Superintendent 
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Class 

Code  Class  Title 


7201  Supervisor,  Structural  Maintenance 

7202  Assistant  Superintendent,  Structural  Maintenance 

7203  Buildings  and  Grounds  Maintenance  Supervisor 
720h  Chief  District  Water  Serviceman 

7205  Chief  Operating  Engineer 

7206  Voting  Machine  Custodian 

7207  Docks  and  Shipping  Water  ^ervice  Supervisor 

7208  Roads  Maintenance  Supervisor 

7209  School  Heating  and  Ventilating  Supervisor 

7210  School  Maintenance  Coordinator 

7212  Automotive  Transit  Equipment  Supervisor 

72lU  Electrical  Transit  Equipment  Supervisor 

7215  General  Laborer  Foreman 

7216  Electrical  Transit  Shop  Foreman 

7220  Asphalt  Finisher  Foreman 

7221  Asphalt  Plant  Foreman 

7222  Blacksmith  Foreman 

7223  Cable  Machinery  Supervisor 
722i*  Car  and  Auto  Painter  Foreman 

7225  Transit  Paint  Shop  Foreman 

7226  Carpenter  Foreman 

7227  Cement  Finisher  Foreman 

7228  Automotive  Transit  Shop  Foreman 

7229  Transmission  Lineman  Foreman 

7230  Fire  Department  water  System  Foreman 

7231  School  Buildings  Maintenance  and  Repair  Supervisor 

7232  General  Utility  Mechanic  Foreman 

7233  Glazier  Foreman 

723U  Instrument  Maker  Foreman 

7235  Lineman  Foreman 

7236  Locksmith  Foreman 

7237  Machinist  Foreman 

7238  Electrician  Foreman 

7239  Plumber  Foreman 

72UO  Water  Meter  Shop  Foreman 

721*1  Motorized  Equipment  Mechanic  Foreman 

72U2  Painter  Foreman 

72U3  Parking  Meter  Serviceman  Foreman 

72UU  Power  Plant  Foreman 

72U5  School  Equipment  Foreman 

72U6  Sevier   Repair  General  Foreman 

72U7  Sheet  Metal  Worker  Foreman 

72U8  Steamfitter  Foreman 

72U9  Automotive  Mechanic  Foreman 

7250  Utility  Foreman 
Trackman  Foreman 

7252  Chief  Sewage  Plant  Operator 

7253  Electrical  Transit  Mechanic  Foreman 
725U  Automotive  Machinist  Foreman 

7255  Power  House  Electrician  Foreman 

7256  Electric  Motor  Mechanic  Foreman 
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Class 

Code  Class  Title 

7272  Carpenter  General  Foreman 
Lineman  General  Foreman 

7276  Electrician  General  Foreman 

7277  Motorized  Equipment  Mechanic  General  Foreman 

7278  Painter  General  Foreman 

7280  Sewer  Repair  Assistant  Superintendent 

7281  Street  Cleaning  General  Foreman 

7282  Street  Repair  General  Foreman 

7283  Track  Maintenance  General  Foreman 
728U  Utility  General  Foreman 

7285  Transmission  lineman  General  Foreman 


Journeyman  Trade  Group  (Code  7300) 

7301  Armored  Truck  Operator 

7302  Audio-Visual  Equipment  Technician 

7303  Barber 

730li  Battery  Assembler 

7305  Blacksmith 

7306  Body  and  Fender  Worker 

7307  Bricklayer 

7308  Cable  Splicer 

7309  Car  and  Auto  Painter 

7311  Cement  Finisher 

7312  Chauffeur 

7313  Automotive  Machinist 
7311*  Curb  Setter 

7316  District  Water  Serviceman 

7317  Senior  District  Water  Serviceman 
7319  Electric  Motor  Mechanic 

7321  Elevator  Mechanic 

7323  Fire  Department  water  System  Sub-Foreman 

7325  General  Utility  Mechanic 

7326  Glazier 

7327  Granite  Cutter 

7328  Heavy  Equipment  Operator 

7329  Hospital  Instrument  and  Equipment  Mechanic 
7331  Instrument  Maker 

7333  Junior  Operating  Engineer 

7331*  Operating  Engineer 

7335  Senior  Operating  Engineer 

7337  Light  Motor  Equipment  Operator 

7339  Lineman 

Locksmith 

7}hj  Machinist 

73hh  Carpenter 

Electrician 

Painter 
731*7  nfcer 

7318  Steamfitter 
7350  Meat  CUter 
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Journeyman  T;y  l   '■■.■■     :   7300)  (Conti:  I  I 

Class 

Code  Class  Title 

7351  Head  Meat  Cutter 

7353  Water  Meter  Repairman 

735U  Motor  Equipment  Operator 

7355  Motorized  Equipment  Mechanic 

7356  Museum  Antique  Restorer 

7357  Museum  Printer 

7358  Pattern  Maker 

7359  Piano  Tuner 

7360  Pipe  Welder 

7361  Plasterer 

7363  Power  House  Electrician 

736U  Power  House  Operator 

7365  Senior  Power  House  Operator 

7367  Radio  Technician 

7368  Senior  Radio  Technician 
7370  Rigger 

7372  Sewage  Plant  Operator 

7373  Senior  Sewage  Plant  Operator 
7Z376  Sheet  Metal  Worker 

7377  Stage  Electrician 

7378  Tile  Setter 

7379  Electrical  Transit  Mechanic 

7380  Electrical  Transit  Mechanic  Sub-Foreman 

7381  Automotive  Mechanic 

7382  Automotive  Mechanic  Sub-Foreman 

7383  Transmission  Lineman 
7381i  Typewriter  Repairman 

7385  Senior  Typewriter  Repairman 

7387  Upholsterer 

7388  Utility  Plumber 

7389  Water  Gateman 

7390  Welder 

7392  Window  Cleaner 

7393  Window  Cleaner  Sub-Foreman 
7395  Ornamental  Iron  Worker 


Skilled  Labor  Group  (Code  7u00) 

7U0U  Asphalt  Finisher 

7U06  Asphalt  Finisher  Sub-Foreman 

7U08  Assistant  Power  House  Operator 

7U09  Electrical  Transit  Serviceman 

7U10  Automotive  Serviceman 

7l|12  Autom  tive  Serviceman  Sub-Foreman 

7UUi  Blacksmith  Finisher 

7U16  Book  Repairer 

7Ul8  Senior  Book  Repairer 

7U20  Bridgetender 

7U22  Cribber 

7U23  Cribber  Sub-Foreman 
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Skilled  Labor  Group  (Cede  7liUQ)  (Continued) 


Code  Class  Title 


Dryer-Mixerman 
7li26    Elevator  Operator 
71^8    Hod  Carrier 
71:30    Institutional  Barber 
7k32    Lineman  Helper 
7U3h    Machinist  Helper 

Electrician  Helper 
7U38    Maintenance  Man  (Boys  Ranch  School) 
7UL0    Maintenance  Repairman 

Water  Meter  Repair  Helper 

Parking  Meter  Serviceman 
71:1:6    Reservoir  Keeper 
71:1:8    Sewer  Cleaner 
7kh9         Sewer  Serviceman 
71 50    Shade  and  Drapery  Man 
7U5l    Senior  Shade  and  Drapery  Man 
7iiS2    Shade  Man 
7U5U    Signalman 
7U56    Street  Sign  Repairman 
71:58    Switch  Repairer 
7U60    Traffic  Painter 

Utility  Plumber  Helper 
71*6)4    Voting  Machine  Serviceman 
71:66    Voting  Machine  Assistant  Custodian 
71:68    Water  Construction  and  Maintenance  Laborer 
71:70    Watershed  Keeper 
7U72    Wire  Rope  Cable  Maintenance  Mechanic 


Semi-Skilled  and  General  Labor  Croup  (Code  7500) 


Asphalt  Worker 
7506    Dump  Attendant 
7510    Flusher  Nozzleman 
75LU    General  Laborer 
75l6    General  Laborer  Sub -Foreman 

Incinerator  Operator 

Institution  Utility  Man 
7530    Street  Cleaner 

Street  Cleaner  Sub-Foreman 
7510    Trackman 
7550    Utility  Man,  Schools 
7560    Yardman 


LEGAL,  PROTECTION  AND  DETENTION  SERVICE 
(Code  8000) 


Legal  and  Court  Group  (Code  8l00) 
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Class  T . 

8lc  Lerk 

Senior  Legal  Process  Clerk 
8112    Court  C 
81  Hi    Senior  Court  Clerk 
8118    Legislative  CL 
8120    Senior  Legislative  Clerk 

Assistant  Chief  Deputy  Sheriff  (Civil) 
0126    Chief  Deputy  Sheriff  (Civil) 

Administrative  Assistant,  District  Attorney's  Office 
olJU    Confidential  Crime  Reoorter 
8136    Senior  Confidential  Crime  Reporter 
0138    Court  Reporter 
81U2    Public  Defender  s  Investigator 

8LUU    Psychiatric  Investigator,  District  Attorney's  Office 
O1I16    District  Attorney's  Investigator 
81^8    Senior  District  Attorney's  Investigator 
0150    Domestic  Relations  Counselor 

Senior  Domestic  Relations  Counselor 
0I56    Claims  Records  Supervisor 
8158    Clauns  Investigator 
8160    Senior  Claims  Investigator 

8162  Claims  Adjuster 

8163  Assistant  Claims  Agent 
8161;    General  Claims  Agent 

8166    Com]       i  Claims  Supervisor 
8168    Medical  '         stantSupervisor 
8170    Medical   I        irvisor 
8^72         Le  Court  Referee 
8l7li    .1  i,  ,orney 

(Civil) 
(Criminal) 
8176    Trial  Attorney 

(Civil) 
(Criminal) 
8178    Senior  Attorney 

(Civil) 
1 iminal) 
8180    Principal  Attorney 

(Civil) 
(Criminal) 
0162    Head  Attorney 

Til) 
(Criminal) 
818U    Chief  Attorney 

(Civ 

(Criminal^ 
8186    Attorney  for  the  Public  Administrator 
8185    Public  Utilities  Counsel 
8150  .  i^  Collector 

's  Legal  Counsel 
819U    Chief  Attorney,  Criminal  (Public  Defender) 
6196    Public  Defender 

City  , 
District  Attc  *c 


Protection  and  Apprehension  Group  (Code  8200) 

Class 

Class  Title 

8202  Watchman 

8208  Park  Patrolman 

8210  Head  Park  Patrolman 

8212  Gatekeeper 

8216  Stage  Doorman 

8220  Sergeant-at-Arms 

8222  Armored  Truck  Guard 

8226  Museum  Guard 

8228  Senior  Museum  Guard 
Chief  Museum  Guard 

823U  Fire  Alarm  Dispatcher 

8236  Chief  Fire  Alarm  Dispatcher 

82U0  Transportation  Coordinator  (Disaster  Corps) 

82l|2  Medical  Coordinator  (Disaster  Corps) 

82U1;  Public  Information  Coordinator  (Disaster  Corps) 

82U6  Disaster  Corps  Director 

8250  Police  Identification  Clerk 

825U  Police  Rangemaster 

82$6  Police  Motor  Vehicles  Inspector 

8260  Assistant  Criminalist 
8262       inalist 


Correction  and  Detention  Group  (Code  8300) 

Sheriff  3  Property  Keeper 
8302    Jail  Matron 
830U  Sheriff 

8306    Senior  Deputy  Sheriff 
8308    Sheriff's  Sergeant 
8310    Sheriff's  Lieutenant 
8312    Sheriff's  Captain 
8311+    Chief  Deputy  Sheriff  (Jail) 
8320    Counselor  (Boys  Ranch  School) 

(Juvenile  Hall) 
8322    Senior  Counselor  (Boys  Ranch  School) 

(juvenile  Hall) 
832U    Supervising  Counselor  (Boys  Ranch  School) 

(Juvenile  Hall) 
8330    Director,  Boys  Ranch  School 
8336    Business  Manager,  Juvenile  Court 
83UO    Night  Superintendent,  Juvenile  Hall 
83U2    Superintendent,  Juvenile  Hall 
83U8    Undersheriff 
8350    Sheriff 

Probation  and  Parole  Group  (Code  8U00) 

8U02    Probation  Officer  Trainee 

8i*10    Probation  Officer,  Juvenile  Court 

81*12    Senior  Probation  OfiifteJ  .  Juvenile  Court 
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nation  and  Parole  Group  (Code  81|00)    (Continued) 

Class 

Code  Class  Title 

8Ulii  Supervising  Probation  Officer,  Juvenile  Court 

8U16  Assistant  Chief  n-obation  Officer,  Juvenile  Court 

8Ul8  Chief  Probation  Officer,  Juvenile  Court 

8U30  Adult  Probation  Officer 

8U32  Senior  Adult  Probation  Officer 

8U3U  Supervising  Adult  Probation  Officer 

8U36  Chief  Adult  Probation  Officer 


TRANSPORTATION  SERVICE 
(Code  9000) 

Street  Transit  Group  (Code  9100) 

9102  Transit  Equipment  Cleaner 

9IOI4.  Transit  Equipment  Cleaner  Sub-Foreman 

9108  Fare  Collectio.-.s  Helper 

9110  Fare  Collections  Receiver 

9111  Fare  Collections  Teller 

9112  Fare  Collections  Cashier 

911U  Senior  Fare  Collections  Cashier 

9116  Senior  Fare  Collections  Receiver 

9117  Principal  Fare  Collections  Receiver 

9118  Transit  Revenue  Supervisor 
9122  Transit  Information  Clerk 

912U  Senior  Transit  Information  Clerk 

9126  Transit  Traffic  Checker 

9128  Senior  Transit  Traffic  Checker 

9130  Transit  Schedule  Maker 

913U  Transit  Schedule  Supervisor 

9136  Transit  Traffic  Superintendent 

91U0  Transit  Time  Auditor 

9"l)|)l  Transit  Service  Inspector 

9150  Transit  Control  Dispatcher 

91^2  Transit  Control  Assistant  Supervisor 

915U  Transit  Control  Supervisor 

9160  Night  Transit  Dispatcher 

9162  Day  Transit  Dispatcher 

9170  Transit  Operating  Instructor 

9172  Operational  and  Safety  Training  Supervisor 

9180  Transportation  Division  Superintendent 

9182  Transportation  Assistant  Superintendent 

918U  Transportation  Superintendent 

9186  General  Manager,  Municipal  Transit  System 


Airport  Operations  Group  (Code  9200) 


9202  Airport  Communications  Clerk 

920U  Airport  Communications  Supervisor 

9210  Airpott  Security  Officer 

9212  Airfield  Safety  Officer 

_?8- 


Airport  Operations  Group   (Code  9200)    (Continued) 

Class 

Code  Class  Title 

Aiiport  Operations  Supervisor 

Sc22  Airport  Operations  Coordinator 

922U  Airport  Operations  Superintendent 

9230  Airport  Custodial  Services  Supervisor 

9232  Airport  Mechanical  Maintenance  Supervisor 

92U0  Airport  Electrician 

92U2  Head  Airport  Electrician 

9250  Airport  Maintenance  Supervisor 

9252  Airport  Maintenance  Superintendent 

925U  Airport  Administrative  Engineer 

9260  Airport  Assistant  General  Manager 

9262  Airport  General  Manager 


1000 


ADMINISTRATIVE,  PERSONNEL,  FISCAL  AND  CLERICAL  SERVICE 


CLASS  TITLE:   PARKING  AUTHORITY  ASSISTANT  MANAGER  CODE:   1102 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  assists  in  the  planning,  direct- 
ing and  coordinating  of  the  activities  of  the  parking  authority;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   developing,  coordinating  and  enforcing 
methods  and  procedures  necessary  to  carry  out  the  functions  of  the  park- 
ing authority;  achieving  moderate  economies  while  assisting  in  planning, 
selecting  and  determining  optimum  locations  and  construction  of  parking 
facilities;  making  regular  continuing  contacts  with  persons  at  all  levels 
in  the  city  government,  outside  agencies  and  organizations  and  the  general 
public  in  presenting,  explaining  and  interpreting  the  policies,  rules  and 
regulations  of  the  parking  authority;  supervising  and  preparing  a  wide 
range  of  investigations,  surveys,  reports  and  other  memoranda;  maintaining 
financial,  technical  and  confidential  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  examining  all  available  data  relating  to  traffic  origin 
and  destination,  traffic  flow,  parking  supply  and  demand,  potential  customer 
acceptability  of  probable  rate  structure;  makes  studies  of  potential  park- 
ing facilities,  involving  estimates,  forecasts  and  feasibility  studies,  and 
reports  thereon. 

2.  Assists  in  soliciting  and  cooperating  with  prospective  financial 
sources;  proposes  or  reviews  basic  operating  layouts,  operating  procedures 
and  parking  rate  schedules;  makes  recommendations  for  action  with  respect 
to  prospective  public  parking  facilities;  prepares  or  reviews,  subject  to 
approval  of  counsel,  resolutions,  ordinances  and  lease  and  bid  forms  re- 
quired for  the  accomplishment  of  the  parking  program,  project  or  projects. 

3.  In  absence  of  the  manager,  attends  all  regular  and  special 
meetings  of  the  parking  authority  and  the  committees  of  the  board  of  super- 
visors or  full  board  when  parking  matters  are  on  calendar;  attends  various 
city  commission  meetings  when  parking  matters  are  to  be  considered. 

U.   Attends  various  conferences  and  meetings  of  the  parking  authority 
staff,  business  groups,  civic  organizations,  private  parking  industry, 
business  associations, public  officials  and  others,  in  the  interest  of 
community  education  for  the  exchange  of  information  and  in  connection  with 
parking  program  formulation  and  project  development;  prepares  the  calendar 
for  these  meetings. 

5.  Collects  data  and  assists  in  the  preparation  of  the  annual  report, 
work  program,  and  capital  improvement  program;  prepares  or  reviews  all 
reports  of  all  conferences  and  special  and  regular  meetings  of  the  parking 
authority. 

6.  Reads  all  incoming  mail  or  messages  and  dictates  rough  drafts  of 
replies;  scans  all  daily  local  newspapers  for  information  of  all  kinds 
which  may  have  bearing  on  the  authority's  policies  and  parking  program  and 
to  determine  their  acceptance  by  the  public;  reads  and  reviews  trade 
journals  and  all  available  types  of  reports  relating  to  population,  redevel- 
opment, traffic,  transit,  parking,  construction,  financing  that  have 
bearing  on  the  solution  of  the  municipal  parking  problem. 


CLASS  TITLE?   PARKING  AUTHORITY  ASSISTANT  MANAGER  CODE:   1102 

(continued) 

7.  Conducts  research,  analysis  and  evaluation  of  the  operations  of 
public  parking  garages  and  parking  lots  already  constructed  under  the 
local  parking  program,  and  prepares  reports  and  recommendations  on  their 
rate  schedules  and  operating  procedures. 

8.  Inspects  all  proposed  parking  facility  sites  and  makes  periodic 
inspection  of  existing  municipal  parking  facilities  and  of  those  in  process 
of  construction;  inspects  the  operation  of  privately  owned  and  operated 
parking  facilities. 

9.  Extends  courtesies  to  visiting  public  officials  or  delegations; 
explains  the  city  parking  program  and  parking  facilities. 

10.  Reviews,  evaluates  and  recommends  all  budget  items  and  partici- 
pates in  presentations  before  the  mayor,  finance  committee,  and  the  board 
of  supervisors. 

11.  Supervises  the  parking  authority  system  of  accounts,  including 
records  of  all  expenditures  and  petty  cash;  verifies  timerolls,  requisi- 
tions, and  funds  deposited  by  the  parking  authority. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree  with  major  course  work  in  pub- 
lic or  business  administration,  engineering  or  city  planning. 

Requires  at  least  four  years  of  administrative  experience  in  govern- 
ment work,  preferably  dealing  with  the  business  aspects  of  public  garage 
and/or  parking  facilities;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  general  knowledge  of: 
state  laws,  city  charter,  city  ordinances  pertaining  to  the  formation, 
organization,  operations,  financing  and  maintenance  of  off-street  vehicle 
parking;  procedures  and  methods  used  in  acquiring  land  by  purchase,  lease 
or  condemnation;  methods  and  procedures  used  in  financing  parking  districts; 
organizing  and  operating  parking  facilities. 

Requires  ability  to:  present  facts  with  conviction  and  logic,  either 
orally  or  in  writing,  to  groups  and  individuals:  reconcile  conflicting 
opinions  and  interests  of  divergent  groups  and  arrive  at  mutually  acceptable 
conclusions;  deal  tactfully  and  effectively  with  city  officials,  business 
and  civic  leaders  and  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:   PARKING  AUTHORITY  MANAGER  CODE:   llOU 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  plans,  directs  and  coordinates 
the  activities  of  the  parking  authority;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:  planning,  developing,  coordina- 
ting and  executing  methods  and  procedures  necessary  to  carry  out  the 
functions  of  the  parking  authority;  achieving  widespread  economies  in 
planning,  selecting  and  determining  optimum  locations  and  for  construc- 
tion of  parking  facilities;  making  regular  continuing  contacts  with 
persons  at  all  levels  in  the  city  government,  outside  agencies  and 
organizations  and  the  general  public  in  explaining  and  interpreting 
policies,  rules  and  regulations  of  the  parking  authority;  supervising 
and  preparing  a  wide  range  of  investigations,  surveys,  reports  and 
other  memoranda;  the  maintenance  of  financial,  technical  and  confidential 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  examines'  all  available  data  relating  to  traffic 
origin  and  destination,  traffic  flow,  parking  supply  and  demand, 
potential  customer  acceptability  of  probable  rate  structure;  makes 
studies  of  potential  parking  facilities,  involving  economic  studies, 
estimates,  forecasts  and  feasibility  studies,  and  makes  recommenda- 
tions thereon. 

2.  Solicits  and  cooperates  with  prospective  financial  sources; 
proposes  or  reviews  basic  operating  layouts,  operating  procedures, 
and  parking  rate  schedules;  makes  recommendations  for  action  with 
respect  to  prospective  public  parking  facilities;  prepares  or  reviews, 
subject  to  approval  of  counsel,  resolutions,  ordinances,  lease  and 
bid  forms  required  for  the  accompli shment  of  the  parking  program, 
project  or  projects. 

3.  Attends  all  regular  and  special  meetings  of  the  parking 
authority,  the  committees  of  the  board  of  supervisors  and  various 
city  commissions  when  parking  matters  are  on  calendar;  represents  the 
authority  at  such  meetings. 

U.  Attends  various  conferences  and  meetings  of  the  parking 
authority  staff , business  groups,  civic  organizations,  private  parking 
industry,  business  associations,  public  officials  and  others,  in  the 
interest  of  community  education  for  the  exchange  of  information  and 
in  connection  with  parking  program  formulation  and  project  development; 
prepares  the  calendar  for  these  meetings. 

5.  Directs  the  collection  of  data; supervises  the  preparation  of 
the  annual  report  and  the  capital  improvement  program  report;  prepares 
or  reviews  reports  of  all  conferences  and  regular  and  special  meetings 
attended. 

6.  Reads  all  incoming  mail  or  messages  pertinent  to  the  work  of 
the  parking  authority  and  dictates  or  prepares  rough  drafts  of  replies; 
scans  all  daily  local  newspapers  for  information  of  all  kinds  which 
may  have  bearing  on  the  authority's  policies  and  parking  program; 
reads  and  reviews  trade  journals  and  all  available  types  of  reports 
relating  to  population,  redevelopment,  traffic,  transit,  parking, 


CLASS  TITLE:   PARKING  AUTHORITY  MANAGER  CODE:   lloU 

(continued) 

construction,  financing  that  have  bearing  on  the  solution  of  the  muni- 
cipal parking  problem. 

7.  Conducts  research,  analysis  and  evaluation  of  the  operations 
of  public  parking  garages  and  parking  lots  already  constructed  under 
the  local  parking  program,  and  prepares  reports  and  recommendations  on 
their  rate  schedules  and  operating  procedures. 

8.  Inspects  all  proposed  parking  facility  sites  and  makes  periodic 
inspection  of  existing  municipal  parking  facilities  and  of  those  in 
process  of  construction;  inspects  the  operation  of  privately  owned  and 
operated  parking  facilities. 

9.  Extends  courtesies  to  visiting  public  officials  and  delega- 
tions, discusses  and  explains  the  city  parking  problem;  inspects  the 
city's  principal  parking  facilities;  reviews;  evaluates  and  recommends 
all  budget  items  and  participates  in  presentations  before  the  mayor, 
finance  committee  of  the  board  of  supervisors  and  the  full  board. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration,  engineering  or  city  planning. 

Requires  at  least  six  years  administrative  experience  in  govern- 
ment work,  preferably  dealing  with  the  business  aspects  of  public 
garage  and/or  parking  facilities;  or  an  equivalent  combination  of 
training  and  experience. 

Ihowledge,  Abilities  and  Skills:  Requires  comprehensive  knowl- 
edge of:  state  laws, city  charter  and  city  ordinances  pertaining  to 
the  formation,  organization,  operation,  financing  and  maintenance  of 
off-street  vehicle  parking;  procedures  and  methods  used  in  acquiring 
land  by  purchase,  lease  or  condemnation;  methods  and  procedures  used 
in  financing  parking  districts;  organizing  and  operating  parking 
facilities. 

Requires  ability  to:  present  facts  with  conviction  and  logic, 
either  orally  or  in  writing,  to  groups  and  individuals;  reconcile 
conflicting  opinions  and  interests  of  divergent  groups  and  arrive  at 
mutually  acceptable  conclusions;  deal  tactfully  and  effectively  with 
city  officials,  business  and  civic  leaders  and  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   HEALTH  SERVICE  SYSTEM  DIRECTOR  CODE:   1108 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers  the  program  of  the 
health  service  system;  supervises  the  services  in  accordance  with  estab- 
lished rules  and  regulations;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  coordinating  and  executing 
policies,  methods  and  procedures  of  the  health  service  system;  budgetary 
control  and  rendering  of  all  services  to  the  organization  as  a  whole; 
making  continuing  personal  contacts  with  employees  and  representatives 
of  organizations  and  groups  regarding  discussion,  explanation  and  inter- 
pretation of  established  policies,  rules  and  regulations;  directing  the 
preparation,  review,  approval  and  maintenance  of  all  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Administers  the  health  service  system  in  accordance  with  rules 
and  regulations  established  by  the  health  service  board;  renders  infor- 
mation and  advice  relative  to  policies,  plans  and  benefits. 

2.  Attends  health  service  board  and  committee  meetings;  attends 
meetings  of  the  board  of  supervisors  relative  to  presentation  and  dis- 
cussion of  health  service  system  matters  and  problems,  such  as  rates, 
rules  and  regulations,  plans  for  improving  future  services  and  benefits. 

3.  Renders  policy  decisions  from  an  administrative  standpoint 
pertaining  to  problems  presented  by  members,  staff  physicians,  hospitals 
and  others  relative  to  membership  in  the  various  plans;  considers  com- 
plaints regarding  any  phases  of  the  service. 

h-     Prepares  press  releases  to  improve  public  information  and  rela- 
tionships; also,  information  to  members,  departments,  physicians, 
hospitals  and  other  agencies. 

5.  Directs  the  supervision  of  the  business  aspects  of  the  health 
service  system;  directs  the  preparation  of  statistical  information  and 
reports;  negotiates  contracts  as  directed  by  the  board;  reviews  and 
approves  various  forms  and  documents  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  medical  school 
with  an  m.d.  degree,  supplemented  by  major  course  work  in  public  or 
business  administration. 

Requires  at  least  ten  years  of  experience  in  the  insurance  field, 
including  various  aspects  of  industrial  medicine,  life  and  accident 
insurance  or  governmental  insuring  agencies,  at  least  five  years  of 
which  shall  have  been  in  a  progressively  responsible  administrative 
capacity,  specifically  in  health  and  welfare  plans  or  prepaid  health 
insurance;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of 


CLASS  TITLE:   HEALTH  SERVICE  SYSTEM  DIRECTOR  CODE:   1108 

(Continued) 

health  and  welfare  programs  and  prepaid  health  insurance,  including  fee 
and  benefit  schedules,  underwriting,  claims  adjusting  and  workmen's 
compensation. 

Requires  good  knowledge  of  and  experience  in  office  organization, 
personnel  and  business  administration,  including  fiscal,  accounting  and 
statistical  methods. 

Requires  ability  and  skill  to  establish  and  maintain  good  pro- 
fessional and  business  relationships,  including  preparation  of  public 
information  releases. 

License:  Requires  possession  of  a  license  to  practice  medicine 
issued  by  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   RETIREMENT  SYSTEM  GENERAL  MANAGER  CODE:  1112 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  plans,  organizes  and  directs 
the  administration  of  the  retirement  system;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:  coordinating,  developing  and 
executing  policies  and  methods  affecting  the  city-wide  retirement 
system;  achieving  widespread  economies  and  preventing  major  losses  through 
the  management  of  investment  funds,  the  exercise  of  budgetary  control 
over  operating  costs,  and  the  accounting  of  retirement  funds  involved 
in  the  management  of  the  retirement  system;  making  frequent  personal  con- 
tacts to  establish  and  maintain  public  relations,  involving  difficult 
negotiations,  presentation  and  interpretation  of  policies,  rules  and 
regulations  with  boards,  administrative  officials,  representative  groups 
and  members  of  the  retirement  system;  directing  the  preparation,  approv- 
ing, reviewing  and  maintaining  of  important  records  and  reports  affecting 
the  retirement  system,  and  reviewing  highly  specialized  actuarial, 
financial  and  budgetary  reports  and  drawing  conclusions  upon  which  admin- 
istrative decisions  are  based. 

EXAMPLES  OF  DUTIES: 

1.  Establishes  and  supervises  various  activities  and  procedures 
for  the  administration  of  the  employee  retirement  system;  directs  the 
application  of  actuarial  tables  to  individual  cases  of  retirement  in- 
cluding cases  of  disability;  cooperates  with  officials  of  the  city  and 
county  departments  in  administering  the  system  of  contributions  and 
payments. 

2.  Acts  as  liaison  between  the  retirement  board  and  retirement 
system  members;  directs  the  keeping  of  accounts  of  contributions,  pay- 
ments and  investments;  approves  investments  of  the  retirement  system; 
reviews  the  collection  of  income  from  investments  and  approves  payment 
of  claims  for  death,  disability  and  retirement  of  members  subject  to 
confirmation  by  the  retirement  board. 

3.  Prepares  reports  and  resolutions  and  makes  recommendations  for 
legislative  action  on  changes  in  retirement  laws;  directs  the  preparation 
of  records  of  data  to  serve  as  a  basis  for  actuarial  investigations  and 
computations;  appears  before  employee  groups,  legislative  committees, 

and  other  groups  to  inform  them  of  the  provisions  of  the  retirement  laws 
and  of  the  operations  of  the  system;  prepares  explanatory  information 
concerning  retirement  matters. 

U.  Consults  with,  and  explains  to  inquiring  employees  and  other 
interested  persons,  the  provisions  of  the  retirement  laws  as  they  apply 
to  particular  cases;  prepares  the  annual  report  of  the  retirement  board. 

J>.  Represents  the  city  and  county  before  the  industrial  accident 
commission. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  public  or  business  administration,  economics,  accounting  or  statistics. 
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Requires  at  least  six  years  broad  administrative  experience  in  one 
of  the  above  fields;  or  an  equivalent  combination  of  training  and 
experience,, 

Knowledge ,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   the  basic  laws  establishing  and  controlling  retirement  plans  and 
the  general  and  legal  decisions  affecting  their  operation;  operating 
procedures  of  various  retirement  plans;  the  principles,  purposes, 
techniques  and  trends  of  private  and  governmental  retirement  systems 
and  the  relationship  of  retirement  and  disability  plans  to  general 
governmental  administration;  principles  and  practices  involved  in  the 
use  of  bonds  as  a  medium  for  both  short  and  long-term  investment  of 
funds ■ 

Requires  ability  to:  understand  and  interpret  actuarial  studies 
and  reports;  exercise  good  business,  investment  and  administrative 
judgment;  prepare  and  interpret  statistical  and  financial  data;  plan 
and  supervise  maintenance  of  records  for  retirement  purposes  and  inter- 
pret statistical  and  financial  data;  plan  and  supervise  maintenance  of 
records  for  retirement  purposes  and  interpret  the  data  derived  from 
them;  deal  tactfully  and  effectively  with  employees,  members  of  the 
retirement  system  and  the  general  public, 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CUSS  TITLE:  COMMERCIAL  DIVISION  ASSISTANT  MANAGER        CODE:   1116 
CHARACTERISTICS  OF  THE  CUSS: 

Under  general  direction,  assists  in  the  overall  administration 
of  the  commercial  division  of  the  water  department;  supervises  and  coor- 
dinates work  activities  in  the  various  subdivisions;  and  performs 
related  duties  as  required. 

Requires  considerable  responsibility  for:  carrying  out,  in- 
terpreting, coordinating,  and  enforcing  existing  policies,  rules,  regu- 
lations, methods  and  procedures  affecting  all  units  of  the  division; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  the  efficient  management  and  exercise  of  effective  budgetary 
control  and  related  accounting  of  water  revenues;  making  regular  contacts 
with  subordinate  supervisory  employees,  consumers  and  consumer  representa- 
tives, involving  discussion,  explanation  and  interpretation  of  department 
policies,  rules  and  regulations;  preparation,  review,  approval  and 
maintenance  of  operational,  financial,  technical  and  specialized  records 
and  reports.  Nature  of  duties  involves  normal  physical  effort  and  manual 
dexterity  with  little  or  no  exposure  to  health  or  accident  hazards  cr 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  overall  organization  and  supervision  of  the 
personnel  and  activities  of  the  division  units;  coordinates  the  work 

of  the  various  subdivisions,  including  general  office,  claims,  services 
and  supplies,  customer  accounts,  docks  and  shipping,  collections,  and 
all  matters  involving  water  services  and  contracts  with  consumers. 

2.  Receives  and  analyzes  division  and  departmental  reports;  directs 
the  preparation  of  monthly  and  annual  reports;  also,  special  reports 

and  information,  as  requested  or  deemed  necessary  by  management. 

3.  Confers  with  other  departments,  utilities,  consumers  and 
others;  furnishes  information  concerning  division  or  departmental  policies 
and  activities;  obtains  information  which  might  be  helpful  in  developing 
and  improving  established  division  policies  and  practices. 

h.     Assists  in  the  consolidation  of  annual  budgetary  requirements 
of  the  various  subdivisions;  prepares  information  and  supporting  data 
as  necessary  for  presentation  to  management;  subsequently  assists  in 
control  of  expenditures  within  limits  of  authorized  appropriations. 

$.     Confers  with  various  subordinate  supervisors  regarding 
improvements  in  operations  and  consumer  services;  reviews  existing 
methods  and  procedures;  develops  changes  and  betterments  to  improve 
existing  methods  and  public  relations;  recommends  changes,  improve- 
ments or  revisions  of  department's  rules  and  regulations;  assembles 
data  for  possible  revisions  of  the  water  rate  structure  and 
schedules,  including  analyses  of  the  effects  of  proposed  changes  on 
service  charges  and  revenues. 


CLASS  TITLE;   COMMERCIAL  DIVISION  ASSISTANT  MANAGER        CODE:   1116 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  four  years  of  high 
school,  supplemented  by  two  years  of  training  at  college  or  university 
level ,  including  major  course  work  in  public  or  business  administra- 
tion or  accounting. 

Requires  at  least  eight  years  of  experience  in  progressively 
responsible  field,  inspectional,  clerical  and  accounting  duties  in 
a  large  water  utility  organisation,  of  which  at  least  two  years  shall 
have  been  in  an  important  subordinate  supervisory  capacity,  preferably 
in  the  commercial  aspects  of  water  works  operations;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  a  good  working  knowledge 
of  the  organization  and  operation  of  the  water  department  commercial 
division  including  established  rules,  regulations  and  procedures. 

Requires  sufficient  skill,  initiative  and  reliability  to  assist 
in  assuming  responsibility  for  the  organization,  administration  and 
supervision  of  a  large  and  important  division  of  the  water  department, 
dealing  specifically  with  consumer  services  and  related  matters. 

Requires  demonstrated  supervisory  aptitude  and  the  ability  to 
deal  amiably  with  consumers,  consumer  representatives  and  others  in 
order  to  develop  and  maintain  good  consumer  and  public  relations. 

PROMOTIVE  LINES; 

To;  Commercial  Division  Manager 

From:  Consumer  Accounts  Supervisor 

Collections  Supervisor ,   Water  Department 


CLASS  TITLE:   COMMERCIAL  DIVISION  MANAGER  CODE:   1118 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  responsible  charge  for  the  proper 
administration  of  the  commercial  division  of  the  water  department; 
coordinates  the  work  of  the  various  subdivisions;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:   formulating,  coordinating 
and  executing  policies,  rules,  regulations,  methods  and  procedures 
affecting  all  units  of  the  division;  achieving  widespread  economies 
and/or  preventing  widespread  losses  through  efficient  management  and 
exercise  of  effective  budgetary  control  and  accounting  for  water 
revenues;  making  continuing  contacts  with  subordinate  administrative 
and  supervisory  employees,  consumers,  consumer  representatives  and 
various  civic  organizations  and  groups,  involving  discussion,  explana- 
tion and  interpretation  of  department  policies,  rules  and  regulations; 
directing  the  preparation  and  reviewing  and  approving  the  maintenance 
of  extensive  operational,  financial,  technical  and  specialized  records 
and  reports  affecting  all  aspects  of  division  activities. 

EXAMPLES  OF  DUTIES: 

1.  Through  subordinate  administrative  and  supervisory  personnel, 
administers  the  personnel  and  activities  of  all  division  units; 
coordinates  the  work  of  the  various  subdivisions,  including  consumer 
accounts,  collections,  services  and  supplies, claims,  docks  and  shipping, 
customer  relation,  general  office  and  building  maintenance. 

2.  Exercises  responsibility  for  all  matters  pertaining  to  water 
services  and  contracts  with  consumers,  including  the  development  and 
maintenance  of  good  consumer  and  public  relations. 

3.  Exercises  responsibility  for  the  preparation  of  annual  budget 
estimat  s  and  the  control  of  subsequent  expenditures  for  personal  and 
non-personal  services  within  limitations  of  approved  budgetary 
appropriations. 

h-      Confers  with  superior  regarding  possible  improvements  in  the 
various  operations  of  the  division;  recommends  changes  which  may  affect 
department  policies ;makes  special  reports  on  water  rates,  revenues, 
modifications  of  rules  and  regulations  and  other  matters  and  problems, 
as  may  be  required  or  as  directed. 

5.  Meets  and  confers  with  subordinate  supervisory  personnel; 
gives  consultation  and  advice  in  connection  with  matters  affecting 
policies  or  which  may  be  referred  by  individual  supervisors;  confers 
with  other  department  heads  concerning  matters  affecting  water  depart- 
ment policies,  procedures  and  regulations. 


CLASS  TITLE:   COMMERCIAL  DIVISION  MANAGER  (continued)       CODE:   1118 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  two  years  of  training  at  college  or  university 
level,  including  major  course  work  in  public  or  business  administration 
or  accounting. 

Requires  at  least  ten  years  of  experience  in  progressively 
responsible  field,  inspectional,  clerical,  and  accounting  duties  in  a 
large  water  utility  organization,  of  which  at  least  three  years  shall 
have  been  in  an  important  subordinate  supervisory  capacity,  preferably 
in  the  commercial  aspects  of  water  works  operations;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of:   the  organization  and  operation  of  the  water  department 
commercial  division,  including  established  rules,  regulations  and  pro- 
cedures. 

Requires  sufficient  skill,  initiative,  and  reliability  to  assume 
full  responsibility  for  the  organization,  administration  and  supervision 
of  a  large  and  important  division  of  the  water  department  dealing 
specifically  with  consumer  services  and  all  related  matters. 

Requires  demonstrated  administrative  and  supervisory  aptitude 
and  ability  to  deal  amiably  with  consumers,  consumer  representatives 
and  others  in  order  to  develop  and  maintain  good  consumer  and  public 
relations. 

PROMOTIVE  LINES: 

To:  Water' Department  Assistant  General  Manager  and  Chief  Engineer 

From:   Commercial  Division  Assistant  Manager 


CLASS  TITLE:   ASSISTANT  PUBLIC  ADMINISTRATOR  CODE:   112l| 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  investigation  and  preserva- 
tion of  the  assets  of  estates  under  the  jurisdiction  of  the  public 
administrator;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforcing 
policy  and  methods  of  the  public  administrator's  office;  achieving 
moderate  economies  and  preventing  moderate  losses  by  taking  proper 
custody  of  property  of  the  decedent  and  making  comprehensive  searches 
for  property;  making  difficult  personal  contacts  with  friends  and 
relatives  of  the  deceased,  business  and  professional  people,  government 
officials  and  the  general  public;  preparing  important  legal  and  financial 
records  concerning  the  collection  and  disposition  of  property,  including 
large  sums  of  money. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs  and  reviews  the  work  of  subordinates; 
confers  with  the  public  administrator  as  necessary  regarding  policy 
matters  and  relieves  him  of  details  of  procedure  and  determinations  of 
probate  code,  welfare  and  institution  code,  and  other  applicable  codes. 

2.  Makes  reports  on  investigations,  collection  of  assets,  and 
general  details  of  administration  of  guardianships  and  estates;  collects, 
for  safekeeping,  the  personal  property  and  personal  effects  of  all  wards 
under  the  jurisdiction  of  the  public  administrator. 

3.  Supervises  and  participates  in  the  investigation  and  adminis- 
tration of  the  estates  of  deceased  persons;  determines  the  jurisdiction 
and  legal  standing  of  the  public  administrator,  determines  his  rights 
when  wills  or  other  legal  documents  are  involved. 

U.  Makes  inquiry  by  telephone ,  personal  interview,  and  corres- 
pondence of  banks,  employees,  unicr.s,  lodges,  insurance  companies, 
landlords,  neighbors,  relatives  and  friends  in  seeking  assets,  names  of 
next  of  kin  and  information  concerning  a  last  will  and  testament. 

5.  Searches  the  dwelling,  place  of  business  and  safe  deposit  box 
of  decedents  for  evidence  of  a  will  or  burial  instructions,  names  and 
addresses  of  next  of  kin  and  to  ascertain  the  nature  and  value  of 
estate  property;  confers  with  the  legal  department  and  accounting 
department  concerning  rental  and  other  income,  acceptance  or  rejection 
of  claims  against  estates,  validity  of  various  documents  and  drawing 
of  petitions  and  orders. 

6.  Contracts  for  the  funeral  and  burial  of  decedents, making 
arrangements  with  local  and  out-of-state  morticians  and  cemeteries  for 
the  purchase  of  grave  or  cremation  as  necessary. 

7.  Assumes  duties  and  responsibilities  of  the  public  administrator 
during  his  absences,  as  officially  delegated. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
tork  in  public  administration,  business  administration,  law,  economics 
or  accounting. 

Requires  at  least  two  years  of  experience  as  an  estate  investigator; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   ASSISTANT  PUBLIC  ADMINISTRATOR  CODE:   112li 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  general  knowledge  of: 
legal  documents,  titles  to  property,  both  real  and  personal;  office  and 
court  procedures;  processes  involved  in  the  administration  of  estates, 
including  real  estate  practices,  banking  and  other  financial  procedures. 

Requires  considerable  ability  to:   deal  courteously  and  effectively 
with  others  in  handling  of  difficult  personal  situations;  perform  in- 
vestigations; administer  the  estates  of  deceased  persons;  prepare 
related  reports. 

PROMOTIVE  LINES: 

To:  Public  Administrator 

From:  Estate  Investigator 


CLASS  TITLE:   PUBLIC  ADMINISTRATOR  CODE:   1126 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  organizes  and  directs 
the  administration  of  estates  under  the  jurisdiction  of  the  office  of  the 
public  administrator;  makes  investigations  and  conducts  the  business 
affairs  of  such  estates  as  prescribed  by  law;  accounts  for  all  funds 
received  and  disbursed;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  coordinating  and 
executing  policy  and  methods  of  the  office  of  the  public  administrator; 
achieving  considerable  economies  and  preventing  moderate  losses  by 
taking  proper  custody  of  property  of  the  decedent  and  making  comprehen- 
sive searches  for  property;  making  difficult  personal  contacts  with 
friends  and  relatives  of  the  deceased,  business  and  professional  people, 
government  officials  and  the  general  public;  preparing  important  legal 
and  financial  records  concerning  the  acquisition  and  disposition  of 
property,  including  large  sums  of  money. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  operation  of  the  public  administrator's  office; 
bears  sole  signing  authority  for  all  legal  transactions  conducted  and 
all  administrative  reports  submitted. 

2.  Takes  immediate  charge  of  the  property  of  deceased  persons 
when  no  executor  or  administrator  has  been  appointed,  or  when  it  is 
otherwise  indicated  that  the  office  will  have  jurisdiction  over  a  case; 
makes  decisions  regarding  acceptance  of  the  administration  of  such 
estates. 

3.  Supervises  and  conducts  examinations  of  the  assets  of  estates 
accepted;  supervises  and  searches  premises,  safe  deposit  boxes  and 
inventories  and  makes  estimates  of  value  of  assets. 

k.     Manages  all  real  property  of  estates;  enters  into  contracts 
for  operation  and  rental  of  business  property;  liquidates  assets;  pre- 
pares notices  of  sales  and  notices  to  creditors  for  publication. 

$.  Confers  with  attorneys  concerning  legal  aspects  of  various 
phases  of  estate  administration;  testifies  in  superior  court  on  all 
estates  administered. 

6.  Answers  questions  of  interested  parties  and  the  general  public 
concerning  estate  administration;  corresponds  with  heirs,  appraisers, 
creditors  and  title  companies;  examines  proofs  of  claimants  to  estates; 
settles  all  claims  and  bills  filed  against  estates. 

7.  Signs  all  warrants  for  disbursements  from  estates;  approves 
monthly  reports  to  auditor;  prepares  and  submits  annual  budgets. 

8.  Supervises  the  preparation  of  the  public  administrator's 
annual  budget  and  supplemental  requests;  approves  requisitions,  payrolls 
and  various  necessary  reports. 

9.  Attends  various  meetings  and  conferences  and  coordinates 
activities  with  other  departments. 


CLASS  TITLE:   PUBLIC  ADMINISTRATOR  (continued)  CODE:   1126 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration,  business  administration,  law,  economics  or  account- 
ing. 

Requires  at  least  two  years  of  experience  as  an  assistant  public 
administrator,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   legal  documents,  titles  to  property,  both  real  and  personal;  office 
and  court  procedures;  processes  involved  in  the  administration  of 
estates,  including  real  estate  practices,  banking  and  other  financial 
procedures. 

Requires  considerable  ability  to:  deal  courteously  and  effectively 
with  others  in  handling  difficult  personal  situations;  perform  investi- 
gations; administer  the  estates  of  deceased  persons,  and  prepare  related 
reports. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From;   Assistant  Public  Administrator 


CLASS  TITLE:   ASSISTANT  REGISTRAR  OF  VOTERS  CODE:   1130 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  direction,  assists  in  the  administration  of  the 
activities  and  duties  of  the  registrar  of  voters;  relieves  the 
registrar  of  voters  in  his  absence;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   assisting  in  developing, 
coordinating  and  executing  overall  administrative  policy  of  the  registrar 
of  voters'  office;  achieving  moderate  economies  in  the  safeguarding  and 
care  of  voter  registration  material  and  equipment  and  in  the  efficient 
use  of  personnel;  making  regular  contacts  with  the  general  public  and 
persons  at  all  levels,  involving  the  discussion,  interpretation,  and 
explanation  of  laws,  policies,  rules  and  regulations  pertaining  to 
elections  and  registration  of  voters;  supervising  the  preparation  and 
maintenance  of  election  and  voter  registration  records  and  files. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning,  organizing  and  directing  the  activities 
of  the  registrar  of  voters'  office  in  registration  of  voters  and 
counting  of  votes. 

2.  Supervises  the  establishing  and  revising  of  precincts;  provides 
maps  and  precinct  guides;  prepares  publication  of  notices  of  elections, 
including  election  subjects  and  polling  place  locations;  supervises  the 
printing, proof -reading,  mailing  and  distributing  of  official  and  sample 
ballots;  assists  in  supervising  the  first  tabulation  of  return  of  votes 
cast  for  adoption  by  the  board  and  transmission  to  the  secretary  of  state. 

3.  Receives  declarations  of  candidacy  and  passes  on  their  legality 
and  acceptability;  certifies  the  declarations  to  the  secretary  of  state 
after  determining  their  legality  and  sufficiency. 

h.     Represents  the  department  in  statutory  meetings  called  by  the 
secretary  of  state  of  county  clerks  and  registrars  of  voters;  represents 
the  department  at  meetings  of  various  civic  committees  and  fraternal 
organizations. 

5.  Prepares  budget  estimates  and  represents  the  department  in 
hearings  before  the  mayor,  finance  committee  and  board  of  supervisors. 

o„ .  Interprets  and  applies  the  elections  code  and  charter  provisions 
relating  to  elections;  studies  and  makes  recommendations  and  represents 
the  registrar  of  voters  on  all  legislation  pertaining  to  elections  that 
might  be  proposed  in  the  state  legislature  or  board  of  supervisors. 

7.  Receives  initiative  petitions;  checks  them  for  legality  and 
sufficiency  and  certifies  same  to  secretary  of  state  or  board  of 
supervisors;  consults  with  the  city  attorney,  secretary  of  state  and 
the  attorney  general's  office,  when:  necessary,  to  receive  advice  to 
resolve  a  problem  relating  to  a  candidate  or  an  election  process. 

8.  Analyzes  work  methods  .and  data  processing  procedures;  makes 
reports  and  recommendations;  supervises  inventory  of  equipment, 
requisitioning  of  materials  and  equipment,  preparation  of  office 
procedure  manuals  and  preparation  of  organization  and  work  flow  charts. 


CLASS  TITLE:   ASSISTANT  REGISTRAR  OF  VOTERS  (continued)     CODE:   1130 

9.  May  testify  before  committees  of  the  state  legislature,  bar 
association  and  the  board  of  supervisors;  serves  on  legislative  committees 
in  formulating  revisions  to  existing  laws  and  procedures. 

10.  Prepares  talks  and  addresses  for  civic  organizations,  luncheon 
clubs,  church  groups  and  educational  institutions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  college 
or  university,  with  major  course  work  in  public  or  business  administration 
or  political  science. 

Requires  at  least  six  years  of  progressively  responsible  experience 
in  a  governmental  agency,  involving  the  supervision  of  complex  and 
diversified  clerical  operations;  or  an  equivalent  combination  of  training 
and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  principles  and  practices  of  the  activities  of  the  registrar  of 
voters  and  the  federal,  state  and  local  laws  pertaining  to  voting; 
modern  office  methods  and  procedures  inherent  in  the  operations  of  a 
voter  registration  department. 

Requires  ability  to:   analyze  departmental  procedures,  methods  and 
forms  and  insti  ate  revisions  as  needed;  interpret  and  explain  laws  and 
policies  as  they  relate  to  registration  of  voters,  elections,  canvassing 
of  votes  and  certifications;  establish  and  maintain  effective  working 
relationships  with  employees,  city  officials,  various  organizations  and 
the  general  public. 

PROMOTIVE  LINES: 

To:  Registrar  of  Voters 

From:  Principal  Clerk 

Original  entrance  examination 


CLASS  TITLE:   REGISTRAR  OF  VOTER J  CODE:   1132 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  has  charge  of  and  is  respon- 
sible for  the  proper  administration  of  the  office  of  registrar  of  voters; 
supervises  the  personnel  in  registerirg  voters,  conducting  elections  and 
maintaining  official  records;  cc.r.plies  with  all  laws  and  ordinances  in 
relation  to  elections  and  registra^ions;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   developing,  coordinating, 
originating  and  executing  policies  and  methods  of  the  registrar's  office; 
continuing  personal  contacts  with  the  public,  civic  organizations  and 
city  departments  in  discussion,  explanation  and  interpretation  of 
policies,  rules  and  regulations  of  the  department;  directing  the  prepara- 
tion, maintenance  and  filing  of  department  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  and  directs  the  registration  of  voters  and  the  conduct 
of  primary,  general  and  special  elections;  supervises  the  permanent 
staff  and  directs  the  activities  of  temporary  and  extra  personnel,  as 
required;  interprets  and  applies  various  codes,  laws  and  ordinances 
relating  to  elections. 

2.  Oversees  the  tabulation  of  election  returns;  verifies  signatures 
on  petitions;  arranges  for  the  printing  of  ballots,  obtaining  of  polling 
places  and  recruiting  of  precinct  officers. 

3.  Testifies  before  committees  of  the  state  legislature  and  the 
board  of  supervisors,  and  consults  with  city  attorney,  secretary  of 
state  and  the  attorney  general  in  regard  to  election  processes. 

k-     Attends  meetings  of  various  civic  groups  and  other  organiza- 
tions, and  prepares  and  gives  talks. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  college 
or  university,  with  major  course  work  in  business  or  public  administra- 
tion or  political  science. 

Requires  at  least  eight  years  of  progressively  responsible  experience 
in  a  governmental  agency,  involving  the  supervision  of  a  complex  and 
diversified  clerical  operation  as  applicable  to  voter  registration  and 
election  procedures;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  administrative  problems  inherent  in  the  operations  of  a  county 
department  involved  in  the  process  of  registering  voters  and  conducting 
elections;  the  laws  applicable  thereto. 

Requires  ability  to:   administer  responsible  and  complex  clerical 
services;  analyze  departmental  procedures,  methods  and  forms  and  institute 
revisions  as  needed;  interpret  and  explain  laws  and  policies  as  they 
relate  to  the  functions  of  the  department;  establish  and  maintain  effec- 
tive working  relationships  with  city  officials,  various  organizations 
and  the  general  public. 


CLASS  TITLE:  REGISTRAR  OF  VOTERS  (continued)  CODE:   1132 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Assistant  Registrar  of  Voters 


CLASS  TITLE:   ASSISTANT  RECORDER  CODE:   113u 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  the  county  clerk-recorder  in  the 
administration  of  the  activities  and  functions  of  the  recorder's  office; 
may  relieve  the  county  clerk-recorder  in  his  absence;  and  performs  re- 
lated duties  as  required. 

Requires  major  responsibility  for:   assisting  in  developing,  coordi- 
nating and  executing  the  over-all  administrative  policy  of  the  recorder's 
office;  achieving  considerable  economies  through  efficient  processing  and 
safe-guarding  of  important  legal  documents;  making  regular  contacts  with 
the  general  public,  lawyers,  business  and  professional  persons  and  various 
organizations,  groups  and  agencies  involving  decisions,  explanations  and 
interpretations  of  policies,  rules  and  regulations  concerning  recording 
important  documents  and  papers;  recording,  maintaining,  processing  and 
searching  important  legal  and  technical  records  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  county  clerk-recorder  in  planning,  organizing, 
assigning  and  directing  the  activities  of  the  recorder's  office  in  the 
processing  and  recording  of  various  instruments,  documents,  certificates 
and  other  important  papers. 

2.  Makes  decisions  based  on  state  statutes  and  other  laws,  ordi- 
nances and  regulations  pertaining  to  the  recording  of  legal  instruments; 
supervises  the  preparation  of  copies  of  official  instruments  and  certifi- 
cates and  transmission  of  original  copies  for  those  concerned. 

3.  Reviews  for  accuracy,  completion  and  legality  all  instruments  in 
accordance  with  federal,  state  and  local  laws  regarding  the  recording  of 
instruments;  makes  marginal  notations  on  the  records  regarding  affixing 
of  documentary  stamps  after  recording  of  instruments  and  redemption  from 
tax  sales. 

k-     Answers  telephone  and  mail  inquiries  concerning  legal  require- 
ments of  recording  instruments;  searches  records  and  issues  certificates 
of  various  kinds,  under  seal,  certifying  as  to  information  resulting  from 
searches;  assures  that  all  fees  for  recording  instruments,  certified 
copies  of  records,  searches  and  certificates  are  paid. 

5.  Accepts  subpoenas  duces  tecum  (bring  records  to  court)  and  sees 
that  they  are  promptly  answered. 

6.  Prepares  and  checks  certificates  of  assignment  of  accounts 
receivable  and  notices  of  inventory  liens  of  special  nature,  in  order  to 
avoid  civil  suits. 

7.  Prepares  budget  for  review  of  county  clerk-recorder;  checks  and 
signs  material  received  reports  and  requisitions  for  purchase  orders; 
supervises  inventory  of  equipment;  supervises  the  preparation  of  office 
procedures  manual,  organization  and  work  flow  charts  and  performs  related 
administrative  duties. 


CLASS  TITLE:   ASSISTANT  RECORDER  (continued)  CODE:   113i| 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
ment ed~Dy~aT~l^a^T^Tght~years  of  progressively  responsible  clerical  and 
office  experience,  including  five  years  of  responsible  supervisory  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   the  processing  and  recording  of  documents;  federal,  state  and  local 
laws  pertaining  to  recordation  of  documents;  the  principles  and  practices 
of  personnel  management;  modern  office  methods  and  procedures. 

Requires  ability  to:  plan,  organize,  assign,  coordinate  and  super- 
vise work  of  diversified  clerical  personnel;  make  clear  and  comprehensive 
reports;  understand,  interpret  and  supervise  the  application  of  laws, 
rules  and  written  directions  to  specific  situations  and  adopt  effective 
courses  of  action;  devise  and  adopt  work  procedures  and  record  keeping 
systems  to  meet  changing  organizational  or  specialized  clerical  needs; 
work  effectively  with  others. 

PROMOTIVE  LINES: 

To:  Assistant  County  Clerk 

From:  Chief  Clerk 


CLASS  TITLE:   ASSISTANT  COUNTY  CLERK  CODE:   II36 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  the  county  clerk-recorder  in 
the  administration  of  the  operating  and  service  divisions  of  the 
county  clerk's  office;  assists  attorneys  and  the  public  with  tech- 
nical problems;  prepares  departmental  budget  and  other  reports;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  inter- 
preting, coordinating  and  enforcing  policies  and  methods  of  the  county 
clerk's  office;  handling  difficult  business  inter-relationships  and 
making  continuing  contacts  with  judges,  attorneys  and  the  general 
public;  directing  the  processing,  recording  and  filing  of  various  legal 
and  court  forms  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operating  and  service  divisions  of  the  county 
clerk's  office,  including  branch  offices;  assigns  work  to  each  division; 
assigns  and  supervises  courtroom  clerks  performing  the  ministerial  and 
court  attache  duties  of  the  designated  superior  court  department. 

2.  Evaluates  the  processing,  indexing  and  filing  of  court  documents 
and  recommends  improved  procedures  as  needed; interprets  new  laws, 
departmental  rules,  regulations  and  policies  to  subordinates. 

3.  Assists  attorneys  with  procedural  problems  that  cannot  be 
handled  by  the  respective  divisions;  assists  the  public  in  searching 
departmental  records  and  advises  or  directs  them  to  proper  sources  of 
information;  receives  complaints  from  attorneys  or  the  public  and  takes 
such  corrective  action  as  may  be  necessary. 

U.  Prepares  the  departmental  budget,  work  program,  planned  im- 
provements, and  supervises  the  expenditure  of  funds. 

5.  Acts  for  the  county  clerk-recorder  in  his  absence  and  signs 
official  papers  and  certificates  as  prescribed  by  state  and  local  laws. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  increasingly  responsible  clerical 
and  office  experience  in  one  or  more  of  the  major  divisions  of  a  county 
clerk's  office,  including  five  years  of  responsible  supervisory  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  a  wide  variety  of  legal  documents  involved  in  civil,  probate, 
criminal  and  juvenile  court  proceedings,  the  organization,  activities 
and  procedures  of  the  various  divisions  of  the  county  clerk's  office  and 
the  laws  governing  its  operation. 

Requires  ability  to:  plan,  organize,  direct,  coordinate  and  re- 
view the  work  of  employees  performing  responsible  clerical  duties  in 
processing  legal  documents  and  recording  court  proceedings;  interpret 
and  explain  legal  procedures  and  document  preparation. 


CLASS  TITLE:   ASSISTANT  COUNTY  CLERK  (continued)  CODE:   1136 

PROMOTIVE  LINES: 

To:   County  Clerk -Recorder 

From:  Assistant  Recorder 
Senior  Court  Clerk 


CLASS  TITLE:   COUNTY  CLERK-RECORDER  CODE:   1138 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the  proper 
administration  of  the  offices  of  county  clerk  and  recorder;  serves  as 
ex-officio  clerk  of  the  superior  court;  plans  and  directs  the  clerical 
operations  of  the  superior  court,  county  clerk's  and  recorder's  offices; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating, 
originating  and  executing  policies  and  methods  of  the  county  clerk's 
and  recorder's  offices;  making  continuing  personal  contacts  with  judicial 
and  legal  representatives,  the  public  and  various  organizations  involving 
discussion,  explanation  and  interpretation  of  policies,  rules  and  regula- 
tions of  the  department;  directing  the  preparation,  maintenance  and 
filing  of  department  records  and  reports;  recording  documents  and 
papers  as  provided  by  law. 

EXAMPLES  OF  DUTIES: 

1.  Administers  the  main  office  and  branches  of  the  county  clerk's 
office  in  processing,  indexing  and  filing  court  documents  and  recording 
the  activities  of  the  courts;  plans  improvements  in  the  operation  of  the 
office  and  services  to  the  public. 

2.  Directs  the  keeping  of  books,  records,  maps  and  papers  filed  in 
the  recorder's  office;  directs  the  keeping  of  microfilm  records  of  deeds, 
mortgages,  notices  and  all  other  documents  and  papers  as  required  by  law 
or  permitted  by  law  to  be  filed  or  recorded. 

3.  Signs  official  papers,  certificates  of  magistry,  authentications, 
exemplications  and  extradition  papers. 

ii.   Consults  and  meets  with  superior  court  judges  to  obtain  their 
directions  and  interpretations  of  new  laws  and  procedures. 

5.  Answers  inquiries  from  attorneys,  litigants,  civil  officials, 
the  public,  various  organizations  and  the  press. 

6.  Testifies  before  committees  of  the  state  legislature,  bar 
association  and  the  board  of  supervisors;  serves  on  legislative  commit- 
tees in  formulating  revisions  to  existing  laws  and  procedures. 

7.  Attends  meetings  of  civic  organizations,  luncheon  clubs,  church 
groups  and  educational  institutions;  prepares  and  delivers  talks  pertain- 
ing to  department  matters  to  establish  and  maintain  good  public  under- 
standing and  relationships. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration  or  law. 

Requires  at  least  eight  years  of  progressively  responsible 
experience  in  a  governmental  agency,  involving  the  supervision  of  com- 
plex and  diversified  clerical  operations,  preferably  in  connection  with 
processing  and  recordation  of  important  legal  documents;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   COUNTY  CLERK-RECORDER  (continued)  CODE:   1138 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of  the  administrative  problems  inherent  in  the  operations  of  a  county 
department  involved  in  processing  legal  documents  and  recording  court 
proceedings;  the  laws  applicable  thereto;  modern  office  methods  and 
procedures. 

Requires  ability  to:   administer  a  county  office  in  providing  re- 
sponsible and  complex  clerical  services  to  the  superior  courts,  county 
clerk's  &  recorder's  offices;  analyze  departmental  procedures,  methods 
and  forms  and  institute  revisions  as  needed;  interpret  and  explain  laws 
and  policies  as  they  relate  to  the  functions  of  the  department;  establish 
and  maintain  effective  working  relationships  with  judges,  attorneys,  city 
officials,  various  organizations  and  the  general  public. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Assistant  Recorder 

Assistant  County  Clerk 


CLASS  TITLE:   DIRECTOR  OF  FINANCE  AND  RECORDS  CODE:   llUO 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers  the  services  and 
activities  of  assigned  offices  and  operations  under  the  jurisdiction  of 
the  chief  administrative  officer;  exercises  direction  and  supervision, 
through  subordinates,  over  employees  engaged  in  registering  of  voters, 
recording  of  documents,  administering  estates,  collecting  taxes,  inspect- 
ing weights  and  measures,  agricultural  inspection,  and  other  activities; 
executes  special  assignments  for  the  chief  administrative  officer;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and  execut- 
ing policy  and  methods  affecting  the  operations  of  the  finance  and  records 
department;  making  continual  important  contacts  to  establish  and  maintain 
public  relations,  frequently  involving  presentation  and  interpretation  of 
policies,  laws,  rules  and  regulations  with  administrative  officials,  legis- 
lative bodies,  representative  groups,  and  the  general  public;  directing 
the  preparation,  approval  and  maintenance  of  records  and  reports  affect- 
ing all  operational,  maintenance  and  administrative  units  supervised. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  supervisory  personnel  in  charge  of  the  subdivisions 
cf  the  assigned  departments  concerning  operations  and  personnel  matters; 
offers  suggestions  and  makes  decisions  as  necessary;  reviews  and  authorizes 
personnel  appointments,  disciplinary  actions  and  terminations. 

2.  Reviews  reports,  correspondence,  budget  requests  and  other  opera- 
tional matters. 

3.  Reviews,  approves  and  authorizes  departmental  requisitions  for  the 
purchase  of  materials  and  supplies,  work  orders,  warrant  requests,  revolv- 
ing fund  vouchers,  budget  requests  and  supplemental  appropriation  requests. 

h.      Prepares  or  directs  the  preparation  of  reports  and  recommendations, 
including  ordinances  and  resolutions,  as  required  or  deemed  necessary;  re- 
views and  evaluates  reports  and  recommendations  submitted  by  department  and 
office  heads  and  initiates  necessary  actions. 

5.  Discusses  departmental  matters  with  the  chief  administrative  of- 
ficer, mayor' s  office,  board  of  supervisors,  controller,  and  other  depart- 
ments and  commissions;  makes  appearances  before  various  committees  as  re- 
quired. 

6.  Processes  departmental  matters;  implements  programs  for  improved 
employee  and  public  relations;  prepares  articles  for  publication;  partici- 
pates in  civic  organizational  activities;  gives  occasional  talks  to  various 
groups. 

7.  Executes  special  assignments  for  the  chief  administrative  officer, 
usually  in  relation  to  departments  supervised  or  in  response  to  requests 
from  outside  agencies,  organizations  and  individuals. 


CLASS  TITLE:  DIRECTOR  OF  FINANCE  AND  RECORDS  (continued)   CODE:  III4O 
MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureats  degree,  with  major  course  work  in  pub- 
lic or  business  administration, 

Requires  at  least  six  years  of  progressively  responsible  supervisory 
and  administrative  experience  in  a  governmental  agency,  preferably  in  con- 
nection with  operations  and  services  transcending  several  departments  or 
functions;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  considerable  knowledge  of: 
the  operations  of  assigned  city  and  county  departments  and  offices;  laws 
and  regulations  governing  said  departments  and  offices;  modern  office  me- 
thods and  practices;  budgetary  procedures;  organization  and  management 
problems. 

Requires  ability  to;  prepare  and  present  written,  oral  and  graphic 
reports  to  top  officials,  boards,  commissions,  and  the  general  public; 
maintain  good  employee  and  public  relations  in  dealing  with  organizations, 
groups,  department  heads  and  legislative  bodies;  exercise  discriminating 
judgment  in  the  analysis  and  solution  of  complex  administrative  problems. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:   CHIEF  ASSISTANT  CLERK,  BOARD  OF  CODE:  llhh 

SUPERVISORS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  supervising  the  activities  of  a 
group  of  clerks  and  office  personnel  engaged  in  providing  administrative 
and  clerical  services  to  the  board  of  supervisors;  serves  as  clerk  of 
the  judiciary  committee;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   assisting  in  the  development  of 
office  procedures  and  methods;  carrying  out,  interpreting  and  enforcing 
directives  and  actions  of  the  board;  making  regular  contact  with  city 
officials,  the  general  public  and  outside  organizations  to  provide  or 
obtain  information  on  specialized  and  general  activities  of  the  board; 
preparing,  checking  and  renewing  important  legislative  documents,  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  assembling  and  preparing  legis- 
lative data  as  required  by  the  board  and  its  committees;  assures  board 
and  committee  calendars  are  properly  prepared  and  appropriate  officials 
notified. 

2.  Assures  that  all  directives  and  actions  of  the  board  are  pro- 
cessed according  to  applicable  policies  and  regulations. 

3.  Supervises  and  participates  in  drafting  ordinances  and  reso- 
lutions and  in  the  preparation  of  reports. 

U.  Attends  committee  and  board  meetings  as  required. 

5.  Prepares  replies  to  correspondence  and  memos  as  directed  by 
members  of  the  board  and  chief  clerk. 

6.  Supervises  and  participates  in  general  office  activities 
including  budget  preparation  and  providing  information  to  the  various 
departments  and  general  public. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  seven  years  of  progressively  responsible 
clerical  and  administrative  experience,  of  which  two  years  must  have 
been  at  a  responsible  supervisory  level;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   existing  statutes  and  laws  relating  to  the  procedual  functions  of 
the  board  of  supervisors;  parliamentary  procedures;  office  management 
and  supervisory  techniques  and  methods. 

Requires  considerable  ability  to:   plan,  assign  and  supervise  the 
work  of  subordinate  personnel;  deal  effectively  and  courteously  with 
city  officials  and  the  general  public;  write  effectively  and  prepare 
clear  and  concise  reports. 


CLASS  TITLE:   CHIEF  ASSISTANT  CLERK,  BOARD  OF  CODE:  llkh 

SUPERVISORS  ( continued) 

PROMOTIVE  LINES: 

To:  Clerk  of  the  Board  of  Supervisors 

From:  Assistant  Clerk,  Board  of  Supervisors 
Senior  Legislation  Clerk 


CLASS  TITLE:   CLERK  OF  THE  BOARD  OF  SUPERVISORS  CODE:   111*6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  directing 
all  clerical  and  administrative  activities  of  the  office  of  the  board  of 
supervisors;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  developing  and 
coordinating  all  changes  in  office  procedures  and  methods  relating  to 
board  activities;  regular  contact  with  ranking  city  officials  and  outside 
citizens  and  groups  to  explain  and  interpret  specialized  and  general 
matters  relating  to  board  actions;  directing  and  participating  in  the 
preparation  of  important  legislative  documents,  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  activities  of  subordinate  per- 
sonnel engaged  in  the  preparation,  indexing  and  filing  of  committee 
calendars,  journals  of  proceedings  and  resolutions;  directs  the 
publication  of  all  actions  of  the  board  as  required  by  law. 

2.  Serves  as  parliamentarian  for  the  board  president,  members  and 
committees. 

3.  Drafts  charter  amendments,  ordinances,  resolutions  and  motions; 
composes  correspondence,  statements,  articles  and  speeches  relating  to 
board  activities. 

h.      Serves  as  liaison  between  board  of  supervisors,  city  depart- 
ments, governmental  agencies  and  the  general  public. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  ten  years  of  progressively  responsible  clerical 
and  administrative  experience,  of  which  three  years  must  be  at  the  level 
of  chief  assistant  clerk,  board  of  supervisors;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   existing  charter  provisions,  ordinances,  state  laws  and  rules 
relating  to  legislative  and  procedural  functions  of  the  board;  modern 
office  management  techniques  and  methods. 

Requires  considerable  ability  to:   apply  supervisory  relationship, 
principals  and  practices;  deal  effectively  and  courteously  with  city 
officials,  state  and  federal  officials  and  the  general  public;  speak 
and  write  effectively. 

PROMOTIVE  LINES: 

ro:  No  normal  lines  of  promotion 

om:  Chief  Assistant  Clerk,  Board  of  Supervisors 


CLASS  TITLE:   GENERAL  MANAGER,  DEPARTMENT  OF  ELECTRICITY    CODE:   1150 
CHARACTERISTICS  OF  THE  CLASS: 

Su  ject  to  administrative  approval,  is  responsible  for  directing  all 
activities  of  the  department  of  electricity,  including  the  maintenance, 
repair  and  operation  of  the  municipal  fire  alarm  system,  traffic  signal 
system,  parking  meter  system,  police  telephone  and  teletype  systems,  air- 
raid warning  systems  and  city-wide  radio  network  systems;  performs  diffi- 
cult and  responsible  administrative  work  in  connection  therewith;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
enforcing  methods  and  procedures  necessary  to  the  installation,  maintenance 
and  repair  of  emergency  communication  systems;  making  regular  important 
contacts  with  other  city  departments  and  outside  organizations  relative 
to  the  maintenance,  operation  and  installation  of  communication  systems; 
the  preparation  and  maintenance  of  important  operational,  financial  and 
related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Consults  and  plans  with  various  city  agencies  to  provide 
adequate  emergency  communication  systems  and  services. 

2.  Directs  and  reviews  the  design  of  improvements  and  additions 
to  the  various  communication  systems  and  traffic  signal  systems. 

3.  Reviews  and  approves  all  plans  and  specifications  for  system 
installation,  alteration  and  maintenance  contracts. 

k-     Collaborates  and  coordinates  activities  with  other  departments 
in  the  design  and  installation  of  major  traffic  systems. 

5.  Directs  all  maintenance  and  operation  of  the  city-wide  radio 
communication  network. 

6.  Directs  the  coordination  of  overhead  line  and  underground 
cable  construction  projects  with  the  various  utilities  having  instal- 
lations in  the  same  areas. 

7.  Approves  the  connection  of  privately  owned  auxiliary  alarm 
and  communication  systems  with  municipal  systems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  ten  years  of  progressively 
responsible  experience  in  the  installation,  operation  and  maintenance 
of  communication  and  signal  systems,  including  five  years  of  responsible 
supervisory  and  administrative  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Require  s  comprehensive  knowledge 
of:  the  principles  and  practices  necessary  to  the  operation,  maintenance 
and  installation  of  communications  and  signal  systems  and  of  the  materials 
and  processes  necessary  to  maintain  and  repair  such  systems;  the  existing 
laws,  rules  and  ordinances  pertaining  to  the  operation,  maintenance  and 
installation  of  emergency  communication  systems. 


CLASS  TITLE:   GENERAL  MANAGER,  DEPARTMENT  OF  ELECTRICITY    CODE:   1150 
(continued) 

Requires  unusual  ability  to:  plan,  organize  and  direct  the 
activities  of  subordinate  personnel;  deal  effectively  and  courteously 
with  the  general  public,  other  departmental  officials  and  outside 
organizations  and  representatives;  exercise  good  judgment  in  evaluat- 
ing maintenance  and  repair  and  emergency  problems  affecting  the  com- 
munications systems  and  take  corrective  remedial  action. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Electrical  maintenance  and  construction  superintendent 
Radio  engineer 


CLASS  TITLE:   ASSISTANT  DIRECTCR  OF  PROCUREMENT  CODE:   ll60 

AND  SERVICES 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  acts  as  principal  assistant  to 
the  director  of  procurement  and  services  in  the  administration  of  the 
purchasing  department;  acts  for  the  director  in  his  absence;  directs  the 
activities  of  the  Burea''  of  Buying;  and  performs  related  duties  as 
required. 

Requires  considerable  responsibility  for:  policy  execution  and 
development  and  assisting,  originating  and  controlling  methods  and  pro- 
cedures; achieving  major  economies  in  the  efficient  direction  of  the 
purchase  of  large  quantities  and  a  wide  variety  of  materials,  supplies, 
and  equipment;  making  regular  contacts  with  department  heads  and  vendors; 
directing  the  maintenance  of  important  complex  systems  of  records  and 
the  preparation  or  review  of  related  detailed  reports. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  principal  assistant  to  the  director  in  the  general  ad- 
ministration of  the  department  which  includes  Bureau  of  Buying,  Bureau 
of  Equipment  and  Supplies,  purchasing  department  shops  and  centralized 
services;  acts  for  the  director  as  required  or  in  his  absence;  personally 
plans,  coordinates  and  directs  the  activities  of  the  Bureau  of  Buying. 

2.  Prepares  and  submits,  for  approval,  policy  changes  or  revisions 
in  procedure  to  improve  the  efficient  functioning  of  all  bureaus  and 
services  of  the  department;  executes  new  policies,  principles  and  pro- 
cedures; organizes  and  coordinates  the  activities  of  the  various  bureaus 
and  periodically  reviews  all  procedures  for  efficiency  and  uniformity. 

3.  Reviews  proposed  annual  budget  estimates  of  the  various  bureaus 
and  makes  recommendations  regarding  same. 

U.   Confers  with  and  advises  the  director  with  respect  to  all 
functions  of  the  Bureau  of  Buying;  supervises  and  participates  in  the 
training  of  new  personnel;  interprets  purchasing  policies,  procedures  and 
laws  to  subordinates,  officers  and  employees  of  other  city  departments 
and  to  the  public. 

5.  Reviews  and  recommends  on  proposed  awards  of  formal  bids  for 
compliance  with  legal  and  policy  requirements;  prepares  and  submits 
reports  on  the  activities  of  the  Bureau  of  Buying;  carries  on  negotia- 
tions relating  to  the  purchase  of  various  types  of  insurance  carried  by 
city  departments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration  or  economics. 

Requires  at  least  six  years  of  progressively  responsible  experience 
in  the  purchase  of  large  quantities  of  goods  and  services,  at  least  two 
years  of  which  shall  have  been  in  a  supervisory  capacity;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PROCUREMENT  CODE:   ll60 

AND  SERVICES  (Continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
modern  theories  and  techniques  used  in  the  purchase  of  large  quantities 
of  materials,  supplies  and  equipment,  including  the  preparation  of 
specifications,  writing  of  purchasing  contracts,  and  the  analysis  and 
awarding  of  bids;  the  organization  and  activities  of  the  various  depart- 
ments of  the  city  and  county;  general  characteristics  and  sources  of 
supply  of  a  wide  variety  of  materials,  supplies  and  equipment  and  the 
laws,  ordinances,  rules  and  regulations  relating  to  their  sale  and 
purchase. 

Requires  ability  to:   assist  in  the  administration  of  the  purchas- 
ing department  including  the  storage  and  disbursement  of  supplies  and 
equipment,  the  direction  of  the  activities  of  shops,  garages,  and 
centralized  tabulating  and  reproduction  services;  interpret  policies, 
procedures,  laws,  rules  and  regulations  to  subordinates;  analyze  bids 
submitted  by  vendors;  establish  and  maintain  effective  working  relation- 
ships with  officers  and  employees  of  city  and  county  departments  and 
with  vendors  and  their  representatives. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Senior  Purchaser 


CLASS  TITLE:   DIRECTOR  OF  PROCUREMENT  AND  SERVICES         CODE:   1162 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  is  responsible  for  the  operation 
of  the  purchasing  department,  including  purchase  of  materials,  supplies 
and  equipment  for  all  departments  of  the  city  and  county;  directs  the 
operation  of  purchasing  department  shops  and  centralized  services;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating,  origi- 
nating and  executing  the  policies  of  the  department  and  devising  and 
improving  the  methods  and  procedures  used  In  its  operation;  achieving 
widespread  economies  and/or  preventing  widespread  losses  in  the  admini- 
stration of  a  program  of  purchasing,  storage  and  disbursement  of  large 
quantities  of  materials,  supplies  and  equipment;  providing  auxiliary 
shop  and  central  services  to  the  various  departments.  Nature  of  the 
work  involves  appearances  before  the  Board  of  Supervisors  and  its 
committees,  and  frequent  personal  contacts  with  officers  of  city  depart- 
ments and  vendors  and  their  representatives. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  coordinates  and  directs,  through  subordinates,  the 
administration  of  a  program  of  centralized  purchasing  for  all  depart- 
ments of  the  city  and  county,  including  the  purchase  of  large  quanti- 
ties of  all  types  of  materials,  supplies,  foodstuffs,  equipment  and 
services. 

2.  Directs  and  sets  policies  regarding  the  establishment  of 
specifications  for  bids  on  purchases,  the  preparation  of  sales  con- 
tracts, and  the  acceptance  or  rejection  of  bids  from  vendors;  approves 
awarding  of  sales  contracts;  is  jointly  responsible  with  the  controller 
for  approval  of  payment  of  all  bills  for  goods  and  services  Incurred  by 
any  department;  discusses  the  sale  or  disposal  of  all  surplus  property. 

3.  Directs  the  administration  of  the  Bureau  of  Equipment  and 
Supplies  which  includes  a  number  of  warehouses  and  storerooms  devoted 
to  the  receipt,  storage  and  disbursement  of  materials,  supplies  and 
equipment;  directs,  through  subordinates,  a  general  inventory  of  furni- 
ture and  equipment  issued  to  various  departments. 

h-     Directs  the  administration  of  the  bureau  of  shops  of  the  pur- 
chasing department,  which  involves  the  maintenance  and  repair  of  all 
types  of  city-owned  automotive  machinery  and  equipment  including  autos, 
trucks,  fire  engines  and  other  rolling  stock  except  that  of  the  public 
utilities  commission  and  municipal  railway. 

5.  Directs  the  administration  of  a  program  of  central  services 
which  provides  machine  tabulating  and  various  types  of  reproduction 
services  foa  111  departments  which  do  not  possess  these  facilities. 

6.  Appears  before  the  Board  of  Supervisors  and  its  committees  on 
matters  relating  to  legislation  involving  the  purchase  of  goods  or 
services;  confers  with  department  heads  on  matters  relative  to  the  pur- 
chase of  goods  or  the  provision  of  various  types  of  services;  confers 
with  vendors  or  their  representatives  and  advises  them  on  policy  and 
procedure  of  the  purchasing  department. 


CLASS  TITLE:   DIRECTOR  OF  PROCUREMENT  AND  SERVICES         CODE:   1162 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
university  or  college,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration,  economics  or  engineering. 

Requires  at  least  eight  years  of  progressively  responsible  pur- 
chasing experience,  preferably  including  the  providing  of  other  central 
services,  at  least  four  years  of  which  shall  have  been  at  a  supervisory 
or  administrative  level;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  the  principles  and  practices  of  modern  large  volume  purchasing  tech- 
niques; the  organization  and  administration  of  the  purchasing  depart- 
ment, including  the  operation  of  the  shops  and  central  services  included 
in  its  administration;  the  laws,  ordinances  and  legal  provisions  relating 
to  purchasing  activities;  business  law,  including  legal  provisions  per- 
taining to  contracts  and  sales;  the  organization  and  activities  of  the 
various  departments  of  the  city  and  county  and  of  numerous  items  of 
materials,  supplies  or  equipment  commonly  purchased  for  them. 

Requires  ability  to:  plan,  organize,  coordinate  and  direct  the 
administration  of  the  program  of  purchasing  and  diversified  auxiliary 
services;  establish  and  maintain  effective  working  relationships  with 
department  heads  and  vendors  in  order  to  develop  and  maintain  an  ef- 
ficient and  satisfactory  program  of  purchasing  and  auxiliary  services. 

PROMOTIVE  LINES: 

No  line  of  promotion  -  position  exempt  from  examination 


CLASS  TITLE:   DIRECTOR  OF  PUBLIC  HEALTH  CODE:   1166 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  plans,  organizes  and  adminis- 
ters all  functions  and  activities  of  the  health  department,  including 
institutions,  clinics,  health  centers,  laboratories  and  food  and 
sanitary  inspections;  is  responsible  for  the  enforcement  of  all  public 
health  laws,  ordinances  and  regulations;  establishes  and  maintains 
community  and  professional  interest  in  public  health  matters;  and 
performs  related  duties  as  required. 

Requires  major  over-all  responsibility  for:  planning,  organizing 
and  coordinating  the  various  functions  and  activities  of  the  health 
department  in  accordance  with  established  policies,  methods  and  pro- 
cedures; all  forms  of  assets  of  the  entire  department,  including 
fiscal  management,  budget  preparation  and  budgetary  control;  continu- 
ing personal  contacts  with  subordinate  administrative  and  supervisory 
personnel,  representatives  of  various  medical  and  public  health  groups 
and  organizations  involving  high  level  professional,  specialized  and 
difficult  inter-relationships  concerning  a  wide  variety  of  public 
health  matters;  directing  the  preparation,  maintenance,  review  and 
approval  of  all  operational,  statistical  and  specialized  records  and 
reports  for  the  department. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs,  controls  and  reviews  the  operation 
of  all  department  functions  and  activities,  including  emergency  hospital 
service,   san  francisco  general  hospital,  laguna  honda  home,  hassler 
health  home,  various  clinics,  district  health  centers,  public  health 
laboratories,  food  and  sanitary  inspection  services  and  other  related 
aspects  of  general  public  health  and  environmental  sanitation. 

2.  Formulates  general  health  policies  in  cooperation  with  the 
advisory  board  of  health  and  board  of  supervisors;  formulates  operating 
policies  and  procedures;  assigns  functions  and  activities  to  various 
iepartmental  subdivisions;  indicates  lines  of  authority  and  delegates 
responsibility;  coordinates  the  operations  of  the  various  subdivisions 
and  plans  new  programs  to  provide  more  effective  public  health  services. 

3.  Selects,  assigns  and  directs  the  training  and  evaluation  of 
subordinates,  including  both  medical,  administrative  and  non-medical 
professional  personnel;  directs  the  in-service  training  programs  for 
different  staffs. 

h.      Visits  various  divisions,  offices  and  facilities  of  the  depart- 
ment; confers  and  consults  with  bureau  chiefs,  institutional  adminis- 
trators, and  others  regarding  specific  activities  and  operations  of 
their  units;  confers  with  staff  members  on  policy  and  procedural  matters 
pertaining  to  central  office  or  their  individual  area  or  office  activities. 

5.  Attends  conferences  with  the  chief  administrative  officer,  heads 
of  other  departments  or  subdivisions  of  the  city  government;  attends 


CLASS  TITLE:   DIRECTOR  OF  PUBLIC  HEALTH  CODE:   1166 

(Continued) 

conferences  with  outside  organizations  or  their  representatives,  includ- 
ing such  groups  as  university  of  California  medical  school,  county  medical 
society,  county  dental  society,  health  council  and  similar  voluntary  or 
semi-official  agencies, 

6.  Attends  meetings  of  the  board  of  supervisors  or  its  committees 
to  present  recommendations  and  justifications  or  to  answer  questions 
regarding  administrative  matters. 

7.  Attends  official  meetings  of  the  health  advisory  board  and 
mental  health  advisory  board;  presents  details  of  departmental  problems 
for  consultation  and  advice  as  a  basis  for  contemplated  actions. 

8.  Directs  the  preparation  of  annual  budget  estimates  for  the 
needs  of  the  various  divisions;  presents  and  justifies  budget  requests 
at  budget  hearings;  subsequently  is  responsible  for  controlling  depart- 
mental expenditures  within  approved  budget  allocations. 

MINIMUM  QUALIFICATIONS: 

Training  and  .Experience :  Requires  completion  of  medical  school 
with  an  m.d.  degree,  supplemented  by  post-graduate  studies  in  public 
health  administration  with  an  m.p.h.  degree. 

Requires  at  least  fifteen  years  of  progressively  responsible 
experience  in  the  field  of  public  health  and  preventive  medicine,  at 
least  eight  years  of  which  shall  have  been  in  a  full-time  public  health 
top  administrative  capacity;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  principles  and  practices  of  modern  medicine,  with  special  emphasis 
on  preventive  medicine;  public  health  administration,  including  the 
organization  and  operation  of  preventive  medical  programs  as  applicable 
to  school  health,  maternal  and  child  health,  communicable  disease 
control,  occupational  health  and  other  areas,  such  as  environmental 
sanitation,  public  health  nursing  and  health  education. 

Requires  outstanding  ability  and  skill  to:   effectively  apply  the 
principles  and  practices  of  public  health  administration  and  personnel 
management;  gain  effective  cooperation  and  use  of  community  resources 
and  private  organizations  concerned  with  public  health;  clearly  inter- 
pret all  applicable  laws,  ordinances  and  codes  relating  to  public  health; 
direct  public  health  research  and  survey  techniques  and  statistical 
methods;  speak  and  write  clearly  and  effectively  in  establishing  and 
maintaining  good  relations  with  lay  and  professional  persons,  various 
outside  agencies  and  the  general  public. 

License:   Requires  possession  of  a:   valid  license  to  practice 
medicine  issued  by  the  state  board  of  medical  examiners;  certificate 
from  the  ameri  -an  board  of  preventive  medicine,  or  eligibility  ther> 


lSS  TITLE:  DIRECTOR  OF  PUBLIC  HEALTH  CODE:   1166 

( Continued) 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   ADMINISTRATIVE  SECRETARY,  PUBLIC  CODE:   1170 

UTILITIES  COMMISSION 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  assists  the  general  manager  of 
public  utilities  in  exercising  direction  and  control  of  the  activities  and 
services  of  several  large  public  utilities;  represents  or  acts  for  the 
general  manager  in  his  absence  or  as  directed;  acts  as  secretary  to  the 
public  utilities  commission;  directs  the  work  of  an  office  staff;  and 
performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting,  carrying 
out,  coordinating  and  enforcing  policies,  methods  and  procedures  affect- 
ing the  operation  of  several  major  utilities  and  bureaus;  making  con- 
tinuing important  contacts  with  department  heads,  administrative  officials, 
business  organizations,  the  general  public  and  others  who  are  interested 
in  or  conduct  business  with  the  various  departments  under  the  public 
utilities  commission. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  the  preparation  of  the  public  utilities  com- 
mission calendar  and  the  recordation  of  official  acts  of  the  commission; 
directs  and  assigns  the  clerical  and  stenographic  functions  of  the  general 
manager's  and  commission's  offices. 

2.  Plans  and  directs  the  proper  administration  and  application  of 
contract  procedures;  receives,  opens  and  records  bids  for  contractual  work 
and  services. 

3.  Assists  and  acts  for  the  general  manager  in  staff  matters;  trans- 
mits instructions  of  the  general  manager  to  department  and  bureau  heads. 

il.  Has  charge  of  the  review  and/or  reviews  a  wide  variety  of  corres- 
pondence as  to  form,  content,  consistency  of  application  and  adherence  to 
established  laws,  policies,  rules  and  regulations. 

5.  Analyzes  departmental  operations  and  makes  recommendations  thereon 
for  the  general  manager's  consideration;  reviews  reports  and  recommendations 
of  line  management  regarding  departmental  operations  and  procedures  by  con- 
ferring with  department  and  bureau  heads  to  obtain,  amplify  and  clarify 
information  needed  to  assist  the  general  manager  in  considering  such  reports 
and  recommendations. 

6.  Assists  in  maintaining  contacts  with  other  city  departments  by 
acting  as  liaison  between  the  general  manager  and  staff  members  of  such 
departments. 

7.  Represents  the  general  manager  and/or  the  public  utilities  com- 
mission at  meetings  as  required;  serves  as  alternate  for  the  general  manager 
on  state  and  federal  legislation  committees. 

8.  Reviews  proposed  state  legislation  of  concern  to  departments  under 
the  utilities  commission;  directs  same  to  the  attention  of  department  heads; 
may  assist  state  legislative  representative  in  utility  matters. 


GLASS  TITLE:   ADMINISTRATIVE  SECRETARY,  PUBLIC  UTILITIES    CODE:   1170 
COMMISSION  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration  or  a  closely  related  field. 

Requires  at  least  eight  years  of  progressively  responsible  adminis- 
trative staff  experience  in  a  large  governmental  jurisdiction  or  private 
corporation. 

Knowledge,  Abilities  and  Skills:  Requires  sufficient  knowledge, 
ability  and  skill  to:  assist  in  the  coordination  and  direction  of  a 
large  governmental  utility  organization  composed  of  a  number  of  separate 
utilities;  represent  and  act  for  the  general  manager  and  the  commission; 
establish  and  maintain  important  personal  contacts  with  municipal  officers, 
representatives  of  private  interests  and  other  governmental  jurisdictions; 
prepare  and  present  effective  oral  and  written  reports. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion — position  exempt  from  examination. 


CLASS  TITLE:  GENERAL  MANAGER  OF  PUBLIC  UTILITIES  CODE:   1172 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  acts  as  executive  officer  for 
the  public  utilities  commission  in  managing  all  departments,  bureaus, 
and  operations  under  its  jurisdiction;  exercises  administrative 
direction  and  coordination,  through  subordinate  department  heads 
and  bureau  chiefs,  over  employees  engaged  in  the  operations  of  the 
several  utilities;  directs  public  relations,  personnel,  safety,  and 
fiscal  activities;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  coordinating,  approving  and 
executing  policy  and  methods  affecting  the  operations  of  several  major 
utilities  and  bureaus;  achieving  widespread  economies  and/or  preventing 
widespread  losses  through  the  efficient  management  of  a  very  large 
organization  composed  of  several  utilities  and  services  with  combined 
assets  of  very  high  value;  making  continuing  personal  contacts  to 
establish  and  maintain  public  relations  frequently  involving  difficult 
negotiations  and  presentation  and  interpretation  of  policies,  rules  and 
regulations  with  administrative  officials  and  representative  groups; 
directing  the  preparation,  approval,  review  and  maintenance  of  a  variety 
of  important  utility  records  and  reports  affecting  all  operational, 
maintenance  and  administrative  units. 

EXAMPLES  OF  DUTIES: 

1.  Administers  all  affairs  of  the  public  utilities  commission  to 
insure  that  efficiency  and  economy  of  operation  are  achieved,  the  public 
interest  is  served  and  citizens  are  kept  fully  informed  of  all  utilities 
activities. 

2.  Manages  all  utilities,  bureaus  and  operations,  including 
direct  supervision  of  department  heads,  bureau  chiefs,  administrative, 
secretarial  and  clerical  assistants,  subject  only  to  the  approval 

of  the  commission,  including  appointment  and/or  removal  of  department 
and  bureau  heads . 

3.  Makes  recommendations  to  the  commission  on  policy  matters  and 
actions  considered  necessary  for  the  proper  accomplishment  of  its 
responsibilities;  analyzes  and  makes  recommendations  concerning  inquiries 
and  suggestions  made  by  members  of  the  commission. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  preferably  with  major 
course  work  in  civil,  electrical,  or  mechanical  engineering,  law  or 
business  administration. 

Requires  at  least  five  years  of  experience  in  a  large  governmental 
jurisdiction  at  a  responsible  administrative  level  and  at  least  ten 
years  of  management  experience  in  the  public  or  private  utility  field. 


CLASS  TITLE:   GENERAL  MANAGER  OF  PUBLIC  UTILITIES  CODE:   1172 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  the  operation  of  all  the  city-county  utilities  and  the  ability  to 
exercise  exceptional  administrative  ingenuity,  independent  analysis, 
adaptability  and  judgment  on  unusual  and  highly  specialized  professional 
and/or  management  proposals  with  difficult,  complicated  choices  of 
action. 

Requires  ability  to  make  recommendations  graphically  and  concisely 
and  present  them  effectively  to  boards,  commissions  and  the  public; 
maintain  good  relations  in  dealing  with  the  public,  civic  organizations, 
groups,  department  heads  and  legislative  bodies. 

PROMOTIVE  LINES: 

No: normal  lines  of  promotion—position  exempt  from  examination. 


CLASS  TITLE:   EXECUTIVE  ASSISTANT  TO  THE  CODE:   1180 

CHIEF  ADMINISTRATIVE  OFFICER 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  acts  as  the  assistant  chief 
administrative  officer  in  exercising  direction  and  control  of  the 
activities  and  services  of  several  large  departments  and  other  special 
functions  and  activities,  as  prescribed  by  charter  or  ordinance;  acts  for 
the  chief  administrative  officer  in  his  absence;  and  performs  related 
duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out,  enforcing 
and  coordinating  policies,  methods  and  procedures  affecting  the  activities 
of  the  services  of  several  large  departments  and  other  specialized 
activities  and  assisting  in  developing  and  installing  new  policies  and 
procedures;  exercising  discriminating  judgment  in  analyzing  complex 
administrative  problems  and  formulating  recommendations  as  a  basis  for 
important  administrative  decisions;  making  frequent  important  contacts 
with  department  heads,  legislative  bodies,  administrative  officials, 
general  public,  and  others  to  discuss,  explain  and  interpret  policies, 
rules  and  regulations  governing  all  activities  under  the  jurisdiction  of 
the  chief  administrative  officer;  preparing  or  supervising  the  prepar- 
ation of  important  detailed  and  complex  financial  operational  and  other 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  assistant  chief  administrative  officer  in  exercising 
supervision,  coordination  and  control  of  the  activities  of  the  depart- 
ments of  public  works,  public  health,  finance  and  records,  purchasing, 
electricity,  coroner,  weights  and  measures,  agriculture  and  real  estate. 

2.  Conducts  or  directs  investigations  and  prepares  recommendations 
on  departmental  expenditures,  personnel,  organization  functions  and 
procedures,  and  other  assigned  matters  and  problems. 

3.  Analyzes  departmental  reports,  programs,  budget  requests, 
supplemental  appropriations,  requests  for  additional  allotments, 
transfer  of  funds,  and  makes  or  directs  investigative  reports  and 
recommendations  thereon;  when  requested  by  the  chief  administrative 
officer,  approves  budget  requests  and  other  fiscal  matters  and  personnel 
activities. 

h.     Manages  the  publicity  and  advertising  fund  for  the  chief 
administrative  officer;  prepares  or  directs  the  preparation  of  publicity 
regarding  the  office  of  the  chief  administrative  officer  and  departments 
and  activities  supervised. 

5.  Represents  the  chief  administrative  officer  at  meetingswith 
administrative  officials,  legislative  bodies,  representatives  of  outside 
organizations  and  groups,  and  the  general  public  in  furnishing  and 
exchanging  information,  explaining  policies,  procedures  and  regulations 
on  complex  administrative  problems . 

6.  Assigns,  supervises  and  reviews  the  work  of  all  accounting 
and  clerical  personnel  assigned  to  the  chief  administrative  officer; 
acts  for  the  chief  administrative  officer  in  his  absence. 


CLASS  TITLE:   EXECUTIVE  ASSISTANT  TO  THE  CODE:   1180 

CHIEF  ADMINISTRATIVE  OFFICER  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four -year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration. 

Requires  at  least  ten  years  of  experience  in  a  large  governmental 
jurisdiction  at  progressively  responsible  administrative  levels,  includ- 
ing public  relations  activities;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  operations,  services  and  activities  of  all  the  departments 
supervised;  the  principles  of  organization  and  management,  personnel 
administration,  supervision  and  in-service  training;  governmental  finance, 
budgeting  and  governmental  accounting. 

Requires  ability  to:   coordinate  the  affairs  of  a  number  of 
departments;  exercise  sound  judgment  and  make  independent  analysis  and 
recommendations  on  difficult  administrative  problems;  develop  and  install 
new  procedures  and  methods  of  operation;  speak  and  write  effectively; 
deal  effectively,  courteously  and  tactfully  with  department  heads, 
subordinates,  and  others,  including  the  general  public. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:  CHIEF  ADMINISTRATIVE  OFFICER  CODE:  1182 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  exercises  administrative  dir- 
ection and  control  over  all  the  activities  and  services  of  several 
large  operating  departments  and  other  special  activities  as  prescribed 
by  charter  or  ordinance;  appoints  department  heads  and  members  of 
advisory  or  other  boards;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  coordinating,  approving  and 
executing  policy  and  methods  affecting  all  activities  and  services  of 
several  large  operating  departments,  specialized  agencies  and  activi- 
ties as  prescribed  by  charter  and  ordinance;  achieving  widespread 
economies  and/or  preventing  widespread  losses  through  the  efficient 
management  of  several  large  organizational  units  with  combined  assets 
of  very  high  value;  making  contacts  through  continuing  personal  re- 
lationships to  establish  and  maintain  good  public  relations,  frequently 
involving  difficult  negotiations  and  presentations  and  the  interpretation 
of  policies,  rules  and  regulations  with  administrative  officials, 
representative  groups  and  legislative  bodies;  directing  the  preparation, 
review  and  approval  of  records  and  reports  affecting  all  operational 
and  administrative  units,  including  highly  specialized  technical  or  staff 
units  and  drawing  conclusions  therefrom  upon  which  administrative  decisions 
are  based. 

EXAMPLES  OF  DUTIES: 

1.  Through  subordinate  department  heads,  directs  and  controls  the 
departments  of  public  works,  public  health,  purchasing,  finance  and 
records,  electricity,  coroner,  weights  and  measures,  agriculture,  and 
real  estate;  appoints  and  removes  department  heads  and  heads  of  other 
agencies;  confers  regularly  with  department  heads  concerning  staff  and 
general  operations. 

2.  Plans  and  establishes  policy  for  the  preparation  of  annual 
budget  estimates  of  departments  and  activities  supervised;  reviews  and 
makes  adjustments  prior  to  approval  for  submission  to  the  mayor;  supports 
budget  proposals  at  hearings  before  the  mayor  and  board  of  supervisors. 

3.  Evaluates,  prepares  and/or  directs  the  preparation  of  corres- 
pondence, reports,  recommendations,  ordinances  and  resolutions;  reviews 
and  approves  all  requests  for  personnel  changes,  warrants  and  supple- 
mental appropriations  originating  from  the  departments  and  other  agencies 
supervised. 

h-     Attends  and  participates  in  meetings  of  the  board  of  supervisors 
and  its  committees,  city  planning  commission,  health  advisory  board, 
other  governmental  agencies  and  civic  groups;  confer  with  various  city 
and  county  officials,  representatives  of  various  employees,  public  and 
civic  groups  and  others;  participates  in  activities  of  county,  state  and 
national  associations  relating  to  the  responsibilities  of  the  office. 

5.  Prescribes  general  rules  and  regulations  intended  to  standardize 
and  improve  work  procedures,  promote  better  coordination  of  programs  and 
policies  and  greater  efficiency  among  employees  and  better  services  to 
the  public. 


CLASS  TITLE:   CHIEF  ADMINISTRATIVE  OFFICER  (continued)      CODE:   1182 

60  Manages  publicity  and  advertising;  manages  the  fish  and  game 
fine  funds,,  the  farmer's  market,  and  record  center;  coordinates  "ohe  various 
functions  relating  to  traffic  control. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university 3  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration „ 

Requires  at  least  fifteen  years  experience  in  a  large  governmental 
jurisdiction  at  progressively  responsible  administrative  levels  including 
public  relations  activities.. 

Knowledge ,  Abilities  and  Skills:  Requires  broad  general  knowledge 
of:   the  operations,  services  and  activities  of  all  the  departme 
supervised;  the  principles  of  organization,  management,  personnel, 
administration,  supervision  and  in-service  training;  governmental 
finance,  budgeting,  and  accounting* 

Requires  ability  to  exercise  exceptional  administrative  ingeni: 
independent  analysis,  adaptability  and  judgment  on  unusua.        i-y 
professional  and/or  management  problems  with  difficult  complicated  choi 
of  action  and  formulate  and  present  recommendations  clearly  and  effectively 
to  boards,  commissions  and  the  general  public, 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination 


CLASS  TITLE:  MAYOR  CODE:   1190 

CHARACTERISTICS  OF  THE  CLASS: 

As  an  elected  official,  and  subject  to  the  provisions  of  the  city 
charter,  acts  as  chief  executive  officer  of  the  city  and  county;  super- 
vises the  administration  of  all  departments  under  the  boards  and 
commissions  appointed  by  him;  coordinates  and  enforces  cooperation  among 
all  departments;  reviews  and  submits  the  annual  executive  budget;  assures 
enforcement  of  all  laws  relating  to  the  municipality;  and  performs 
related  duties  as  required. 

Requires  complete  and  overall  responsibility  for:   the  executive 
direction  and  coordination  of  all  the  functions  and  activities  of  all 
city  departments;  approving  and  executing  policies  affecting  all  depart- 
ments, offices  and  institutions;  all  forms  of  assets  through  exercise  of 
judicious  management  of  the  entire  city-county  organization;  establishing 
and  maintaining  public  relations  involving  difficult  external  and  internal 
situations  requiring  frequent  dealings  with  persons  of  highest  rank  in 
connection  with  the  explanation,  interpretation  and  presentation  of 
policies,  legal  provisions  and  highly  specialized  matters;  directing  the 
preparation,  review,  approval  and  maintenance  of  all  departmental, 
operational,  budgetary,  fiscal,  special  and  technical  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  directly  the  administration  of  all  departments  under 
the  boards  and  commissions  appointed  by  him;  jointly,  with  the  board  of 
supervisors,  is  responsible  for  duties  and  responsibilities  exercised  by 
the  chief  administrative  officer;  may  require  preparation  and  submission 
of  periodic  and  special  departmental  operating  and  fiscal  reports;  may 
inquire  into  the  affairs  and  conduct  of  any  department  or  office;  may 
transfer  or  redistribute  any  functions  or  activities  among  departments  or 
offices  under  his  jurisdiction;  may  recommend  the  creation  or  abolition 
of  departments;  coordinates  and  enforces  cooperation  between  all  depart- 
ments. 

2.  Approves  or  vetoes  each  ordinance  and  resolution  adopted  by  the 
board  of  supervisors;  may  veto  or  reduce  any  separate  appropriation  item; 
may  propose  any  ordinance  which  the  supervisors  are  empowered  to  pass. 

3.  Reviews  the  annual  departmental  budget  requests;  conducts 
hearings  on  budget  estimates  as  deemed  necessary;  may  decrease  or  reject 
any  item  except  bond  interest  and  redemption  and  other  specific  items; 
may  add  requests  for  any  public  improvement  or  capital  expenditure; 
submits  consolidated  budget  estimates  for  all  departments  to  the  board 
of  supervisors  together  with  his  message,  recommendations  and  comments. 

U.  Approves  supplemental  budget  estimates  and  requests;  may  veto 
or  reduce  any  separate  appropriation  item;  may  request  the  audit  of  any 
officer  or  department;  may  recommend  the  establishment  of  departmental 
revolving  funds. 

5.  Approves  transfer  of  unencumbered  balances  of  an  appropriation 
made  for  one  department  to  another;  approves  temporary  transfers  or  loans 
of  idle  or  unencumbered  balances  in  other  funds  to  the  cash  reserve  fund; 
approves  borrowings  on  tax  anticipation  notes;  approves  depository  banks. 


CLASS  TITLE:  MAYOR  (continued)  CODE:   1190 

6.  Appoints,  without  confirmation,  all  or  some  members  of  certain 
boards  and  commissions;  may  remove  members  at  will  or  in  some  instances, 
for  cause  upon  written  charges;  acts  as  ex-officio  member  of  some  boards; 
appoints,  without  confirmation,  certain  individual  appointive  officers; 
may  suspend  any  elected" municipal  officer  for  official  misconduct  or 
remove  from  office  any  such  official  convicted  of  a  crime  involving  moral 
turpitude . 

7.  Must  prepare  and  submit  an  annual  message  to  the  board  of 
supervisors  containing  a  general  statement  of  the  condition  of  the 
affairs  of  the  city  and  county,  together  with  recommendations  deemed 
expedient  and  proper. 

8.  Exercises  responsibility  for  the  enforcement  of  all  laws  re- 
lating to  the  municipality. 

9.  Exercises  power  and  duty  during  emergencies  involving  the  lives, 
property  or  welfare  of  citizens,  to  summon,  organize  and  direct  the 
forces  of  any  department  and  take  whatever  actions  which  may  be  necessary 
to  meet  the  situations. 

NOTE:  As  this  position  is  an  elective  officer  of  the  city  and  county,  no 
"MINIMUM  QUALIFICATIONS"  and  "PROMOTIVE  LINES"  are  included  in 
this  specification. 


CLASS  TITLE:   PERSONNEL  CLERK  CODE:   1202 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  specialized  clerical 
duties  in  connection  with  processing  temporary  and  permanent  appoint- 
ments in  accordance  with  established  ordinances,  policies,  rules  and 
regulations;  interviewing  and  processing  new  employees  into  the  re- 
tirement system;  prepares  and  maintains  various  detailed  personnel 
records;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
policies,  rules,  regulations  and  procedures  pertaining  to  personnel  and 
retirement  matters;  making  regular  contacts  with  applicants,  employees, 
and  persons  in  other  departments  for  the  purpose  of  furnishing  or  obtain- 
ing information  on  specific  matters  in  accordance  with  established  pro- 
visions; gathering,  preparing  and  maintaining  detailed  operating  and 
personnel  records. 

EXAMPLES  OF  DUTIES: 

1.  Processes  both  temporary  and  permanent  requisitions  for  personnel 
for  placement  in  various  departments  in  accordance  with  provisions  of  the 
salary  ordinance,  rules  of  the  civil  service  commission,  and  other  es- 
tablished policies  arid  practices;  processes  applications  for  sick  pay; 
types  related  request  forms  and  leave  cards. 

2.  Maintains  records  of  employees  in  their  respective  classifica- 
tions in  order  to  assure  that  the  number  of  employees  does  not  exceed 
the  number  authorized. 

3.  Prepares  history  records  for  employees  in  connection  with  entrance 
and  promotional  positions;  types  various  cards  and  forms  for  each 
employee;  maintains  related  individual  history  cards  and  files;  receives 

processes  all  personnel  changes,  including  reports  of  performance, 
changes  of  address,  out-of-city  residence  address,  certifications,  re- 
assignments,  change  of  dependents,  disability  transfers  and  other  per- 
sonal history  details. 

h.   Processes  and  types  all  forms  pertaining  to  retirement  and  per- 
sonnel actions;  checks  and  processes  extensions  of  temporary  employments. 

5.  Maintains  all  personnel  records  pertaining  to  permanent  and 
temporary  appointments;  keeps  records  of  employees  by  location  and  sen- 
iority; keeps  records  of  employee  absences  and  replacement  substitutes 
and  record;-;  of  personnel  rating  charts. 

6.  Maintains  liaison  with  supervisors  to  determine  absences  and 
make  arrangements  for  substitutes  in  order  to  keep  all  authorized  posi- 
tions staffed;  fills  requisitions  for  employees  as  requested;  assigns 
to  various  vacancies,  as  authorized. 

7.  Answers  telephone  and  personal  inquiries  from  employees,  appli- 
,  supervisors,  representatives  of  outside  organizations  and  others 

concerning  various  personnel,  employment  and  retirement  matters;  com- 
poses and  types  replies  concerning  personnel  and  retirement  matters 
and  related  business. 

8.  Assembles  statistical  data;  prepares  regular  and  periodic 

s  current  seniority  list  for  each  classification; 
distribute!      us  personnel  notices;  maintains  all  related  personnel 
files  and  records. 


CLASS  TITLE:   PERSONNEL  CLERK  (continued)  CODE:   1202 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  in- 
cluding  or  supplemented  by  commercial  and  business  courses,  and  at 
least  two  years  of  experience  in  personnel  or  general  clerical  work; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills %     Requires  a  knowledge  of:  routine 
personnel  transactions;  the  clerical  aspects  involved  in  effecting  them; 
the  established  methods,  procedures,  rules  and  regulations  governing  them. 

Requires  the  ability  to  apply  clerical  and  typing  skills  to  routine 
personnel  transactions,, 

Requires  sufficient  skill  in  typing  to  complete  h%   net  words  per 
minute  0 

PROMOTIVE  LINES: 

To:   Senior  Personnel  Clerk 
Senior  Clerk 

From:  Original  entrance  examination 
Clerk-Typist 


CLASS  TITLE:  SENIOR  PERSONNEL  CLERK  CODE:   120U 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  performs  difficult,  responsible,  and 
specialized  personnel  clerical  work  in  connection  with  examination  and 
certification  services  and  related  records  and  files;  supervises  a  number 
of  auxiliary  personnel  performing  similar  work;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  and 
enforcing  existing  policies,  methods  and  procedures  in  connection  with 
examination  services  and  certification  matters;  making  regular  contacts 
with  the  general  public,  applicants,  persons  in  other  departments  and 
outside  organizations,  for  the  purpose  of  furnishing  or  obtaining 
information  or  explaining  specialized  matters  and  procedures  regarding 
examination  and  certification  services  and  problems;  preparing,  checking 
and  reviewing  important  detailed  and  often  complex  personnel  and  related 
technical  records. 

EXAMPLES  OF  DUTIES: 

Examination  Services: 

1.  Supervises  and  participates  in  the  administration  of  the  practical 
aspects  of  setting-up  and  processing  examinations;  acts  as  chief  proctor 
for  large  examinations;  personally  proctors  ordinary  examinations; 
schedules  and  proctors  examinations  for  outside  jurisdictions. 

2.  With  subordinate  auxiliary  personnel,  administers  physical, 
athletic,  oral  and  performance  tests. 

3.  Supervises  and  participates  in  the  preparation  of  forms  for 
rating  and  analyzing  examination  scores,  computing  service  credits,  and 
preparing  examination  scoring  materials. 

h.     Assists  in  supervising  and  processing  eligible  lists;  assembles 
examination  material  for  each  eligible;  prepares  final  eligible  lists 
and  listings  of  ineligibles;  notifies  candidates  accordingly;  controls 
disposition  of  eligible  lists  and  examination  announcements. 

5>.  Supervises  the  maintenance  of  examination  files,  indices  and 
records;  prepares  statistical  and  other  reports. 

Certification  Services: 

1.  Supervises  and  participates  in  the  administration  of  the 
practical  aspects  of  processing  all  requisitions  for  certification  of 
eligibles;  gives  information  to  the  public,  employees,  supervisors, 
department  heads,  and  others  concerning  civil  service  rules  and  regula- 
tions and  employment  policies  and  practices. 

2.  Supervises  and  participates  in  the  receipt  of  notices  of 
appointment  from  eligibles  and  the  processing  of  eligibles;  supervises 
the  maintenance  of  detailed  personnel  records  and  related  files. 

3.  Supervises  and  assigns  detailed  tasks  to  subordinates;  plans 
and  schedules  work  to  meet iluctuating  needs;  instructs  subordinates  in 
proper  certification  procedures  and  details  to  be  followed;  makes  minor 
changes  or  processes  major  changes  in  procedures  in  order  to  improve 
certification  services  to  operating  departments. 


CLASS  TITLE:   SENIOR  PERSONNEL  CLERK   (continued)  CODE:   120U 

k.     Supervises  and  participates  in  the  compilation  of  data  pertaining 
to  status  of  eligible  lists,  appointments,  need  for  additional  lists  and 
other  special  and  related  matters;  prepares  reports  for  information  of 
superiors  and  others  concerned. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :   Requires  completion  of  four  years  of  high 
school,  including  or  supplemented  by  commercial  and  business  courses, 
and  at  least  four  years  of  varied  personnel  clerical  and  office  exper- 
ience, which  shall  have  included  examination  and  certification  procedures 
and  services,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  charter 
provisions,  civil  service  rules  and  regulations  and  methods  and  procedures 
applicable  to  civil  service  examination  and  certification  services  and 
activities . 

Requires  supervisory  skill  and  ability  to:   organize  and  direct  the 
processing  of  examination  and  certification  matters ;    supervise  the 
maintenance  of  detailed  records  and  files;  develop  and  maintain  good 
employee  and  public  relations. 

Requires  sufficient  skill  in  typing  to  complete  US   net  words  per 
minute . 

PROMOTIVE  LINES: 

To:  Principal  Personnel  Clerk 
Principal  Clerk 

From:  Personnel  Clerk 
Senior  Clerk 


CLASS  TITLE:   PRINCIPAL  PERSONNEL  CLERK  CODE:  1206 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  difficult,  responsible  and  specialized 
personnel  clerical  work  in  connection  with  examination  and  certification 
services  and  related  records,  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinat- 
ing, and  enforcing  existing  policies,  methods  and  procedures  in  connection 
with  examination  and  certification  services;  achieving  economies  and/or 
preventing  considerable  losses  through  efficient  organization,  supervision 
and  the  enforcement  of  proper  handling  of  equipment,  materials  and  sup- 
plies; making  regular  contacts  with  the  general  public,  applicants  and 
persons  in  other  departments  and  outside  organizations,  for  the  purpose  of 
furnishing  or  obtaining  information  or  explanation  of  specialized  matters 
and  procedures  regarding  examining  and  certification  services  and  problems; 
checking,  reviewing,  and  approving  important  detailed  and  often  complex 
personnel  and  related  procedures  and  records. 

EXAMPLES  OF  DUTIES: 

camination  Services: 

1.  Supervises,  plans  and  coordinates  work  flow  of  employees  in 
performing  specialized  clerical  duties  in  connection  with  various  exam- 
ination services;  assigns  and  supervises  rating  of  examination  papers 
and  the  preparation  of  eligible  lists;  reviews  completed  work  before 
transmittal  to  superior  to  assure  completeness,  accuracy  and  conformance 
with  procedures  and  instructions . 

2.  Makes  arrangements  for  boards  of  oral  examiners;  serves  as  oral 
examiner;  rates  oral  interviews. 

3-  Analyzes  applications,  evaluates  education  and  experience; 
arranges  for  medical  examinations,  physical  and  athletic  tests  and  oral 
interviews. 

h.      Prepares  summary  reports  regarding  protests  on  ratings,  rejec- 
tion of  applications  and  other  matters  pertaining  to  examinations. 

5.  Trepares  calendar  agenda  for  examinations;  attends  staff  con- 
ferences; contacts  public  employees,  and  others  regarding  progress  of 
examining  procedure  and  other  related  matters. 

Certification  Services: 

1.  Supervises,  plans,  and  coordinates  the  processing  of  requisitions 
for  certification  of  eligibles  for  all  employment  of  civil  service  person- 
nel, both  permanent  and  temporary,  including  mailing  of  notices  of  appoint- 
ment to  eligibles  and  maintenance  of  records  pertaining  to  responses,  no 
responses,  waivers,  withdrawals  of  waivers  and  other  matters. 

2.  Reviews  work  of  subordinates;  gives  instructions  regarding  proper 


CLASS  TITLE:   PRINCIPAL  PERSONNEL  CLERK  CODE:   1206 

(Continued.) 

procedures  in  processing  various  forms  and  disposal  of  questions  and 
problems  arising  as  result  of  dealing  with  the  public  as  well  as  with 
various  operating  departments. 

3.   Arranges  for  medical  examinations  and  certification  to  request- 
ing departments  for  eligibles  accepting  appointment. 

h.      Supervises  the  maintenance  of  individual  personnel  records  of 
former  employments,  as  well  as  of  current  employees  and  eligibles. 

5>.   Supervises  the  maintenance  of  records  of  personnel  requisitions 
received  from  each  department,  by  whom  filled,  and  those  remaining 
unfilled. 

6.  Supervises  the  maintenance  of  other  related  personnel  records 
regarding  abolishment  of  eligible  lists,  transfers  and  disability  transfers, 
changes  of  address  of  eligibles,  employees  and  prospective  employees, 
medical  reject  files  and  medical  follow-ups  on  specific  and  miscellaneous 
cases;  also,  authorizations  for  emergency  appointments. 

7.  Supervises  and  participates  in  the  service  at  the  public  counter 
in  furnishing  information  and  answering  questions  regarding  a  wide  variety 
of  subjects  and  problems  requiring  explanation  and  interpretation  of 
rules,  regulations,  procedures,  eligible  lists,  examinations,  and  other 
matters,  as  required;  also,  pertaining  to  lay-offs  of  employees  and  veri- 
fication of  employments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  including  or  supplemented  by  commercial  and  business  courses, 
and  at  least  six  years  of  increasingly  responsible  varied  personnel 
clerical  and  office  experience,  which  shall  have  included  examination 
and  certification  procedures  and  services,  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of 
charter  provisions,  civil  service  rules  and  regulations  and  methods  and 
procedures  applicable  to  civil  service  examination  and  certification 
services  and  activities.  Requires  supervisory  skill  and  ability  to: 
organize  and  direct  the  processing  of  examinations  and  certification 
matters;  supervise  the  maintenance  of  detailed  records  and  files;  develop 
and  maintain  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:   Chief  Clerk 

From:   Senior  Personnel  Clerk 
Principal  Clerk 


CUSS  TITLE:   SICK  REPORT  INVESTIGATOR  CODE:   1210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  investigative  duties  in  checking  and 
verifying  causes  of  absenteeism  due  to  illness  or  accident  of  operating 
employees  of  the  municipal  transit  system;  investigates,  reports  on  and 
follows  up  violations  of  the  police  and  vehicle  code  by  operating 
employees;  acts  as  liaison  between  the  transit  operator,  the  police 
department  and  the  school  department  relative  to  acts  of  vandalism;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  explaining  existing 
leave  policy  and  procedures  to  operating  personnel;  preparing 
accurate,  concise  and  detailed  reports  on  personnel  activities;  making 
routine  contacts  with  employees  and  their  families,  the  general  public 
and  outside  organizations  for  the  purpose  of  obtaining  and  furnishing 
information. 

EXAMPLES  OF  DUTIES: 

1.  Receives  sick  reports,  daily,  from  all  divisions  and  shops  and 
checks  personnel  cards  for  address  and  sick  leave  status. 

2.  Contacts  sick  employees  at  their  homes  or  in  the  hospital;  gives 
instructions  on  sick  leave  procedure  and  leaves  required  forms;  prepares 
required  reports  on  the  nature  of  the  illness  in  each  case. 

3.  Checks  mergency  hospital  records  if  off  job  injuries  appear 
suspicious. 

U.   Checks  police  records  for  code  violations  by  operators  and 
follows  up  through  police  and  traffic  courts  and  reports  final  disposi- 
tion. 

5.  Advises  and  orients  operators  on  court  procedures;  arranges 
postponements  and  transmits  files  and  information  regarding  date  of 
hearing  to  office  of  the  city  attorney. 

6.  Acts  in  liaison  capacity  between  the  railway  and  police  or 
school  on  matters  of  vandalism  and  injuries,  upon  request  by  superiors. 

MINIMUM  QUALIFICATIONS: 

Train'. nr  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  two  years  of  general  office  or  investigative 
experience,  or  an  equivalent  combination  of  training  and  experience. 

:.<rledge,  .Abilities  and  Skills:   Requires  a  working  knowledge  of 
1  service  rules  and  regulations  regarding  sick  leave. 
Requires  ability  to  be:   thorough,  dependable,  accurate,  pleasant, 
courteous  and  effective  with  employees  and  other  groups. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

rom:   Original  entrance  examination 


CLASS  TITLE:   PRINCIPAL  CERTIFICATION  CLERK  CODE:   1218 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  activities  of  a  group  of  sub- 
ordinates engaged  in  responsible,  specialized  clerical  work  relating  to 
the  certification  of  eligibles  from  civil  service  lists;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   explaining,  interpreting,  carrying 
out  and  enforcing  existing  policies,  methods  and  legislation  pertinent  to 
certification  procedures;  making  regular  contacts  with  the  general  public, 
applicants,  civil  service  eligibles  and  employees,  representatives  of 
other  city  departments  and  outside  organizations  for  the  purpose  of 
furnishing  or  obtaining  specialized  information  relating  to  the  certi- 
fication process;  checking,  reviewing  and  appraising  important, 
detailed  and  often  complex  personnel  and  related  procedures  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  plans  and  coordinates  the  processing  of  requisitions 
for  certification  of  eligibles  for  employment  in  the  various  city  depart- 
ments, both  permanent  and  temporary,  including  mailing  of  notices  of 
appointment  to  eligibles  and  maintenance  of  records  pertaining  to  responses, 
no  responses,  waivers,  withdrawals  of  waivers  and  other  matters. 

2.  Reviews  work  of  subordinates;  gives  instructions  regarding  proper 
procedures  in  processing  various  forms  and  disposal  of  questions  and 
problems  arising  as  result  of  dealing  with  the  public,  as  well  as  with 
various  operating  departments. 

3.  Arranges  for  medical  examinations  and  certification  to  re- 
questing departments  for  eligibles  accepting  appointment. 

h.      Supervises  the  maintenance  of  individual  personnel  records  of 
former  employments,  as  well  as  of  current  employees  and  eligibles. 

5.  Supervises  the  maintenance  of  records  of  personnel  requisitions 
received  from  each  department,  by  whom  filled,  and  those  remaining  un- 
filled. 

6.  Supervises  the  maintenance  of  other  related  personnel  records 
regarding  abolishment  of  eligible  lists,  transfers  and  disability  trans- 
fers, changes  of  address  or  eligibles,  employees  and  prospective  em- 
ployees ,  medical  reject  files  and  medical  follow-ups  on  specific  and 
miscellaneous  cases;  also,  authorizations  for  emergency  appointments. 

7.  Supervises  and  participates  in  the  service  to  the  public  in 
furnishing  information  and  answering  questions  regarding  a  wide  variety 
of  subjects  and  problems  requiring  explanation  and  interpretation  of 
rules,  regulations,  procedures,  eligible  lists,  examinations  and  other 
matters,  as  required;  also,  pertaining  to  lay-offs  of  employees  and 
verification  jf  apLqyments . 

MINIMUM  QUALIFICATIONS: 

raining  and  Experience:   Requires  completion  of  four  years  of 
high  school,  including  or  supplemented  by  commercial  and  business  courses, 
and  at  least  seven  years  of  increasingly  responsible  varied  personnel 
clerical  and  office  experience,  which  shall  have  included  certification 
procedures  and  services;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   PRINCIPAL  CERTIFICATION  CLERK  (continued)      CODE:   1218 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:  modern  office  procedures  and  techniques;  civil  service  commission 
rules,  charter  provisions,  laws,  ordinances,  policies  and  methods  relating 
to  certification  procedure. 

Requires  ability  to:   interpret  and  enforce  legislation  and  policies 
pertinent  to  the  certification  process;  plan,  direct  and  supervise  the 
certification  activities  of  the  civil  service  commission;  establish  and 
maintain  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:   Chief  Clerk 

From:   Senior  Personnel  Clerk 
Principal  Clerk 


CLASS  TITLE:  PAYROLL  AND  PERSONNEL  CLERK  CODE:   1220 

CHARACTERISTICS  OF  THE  CUSS: 

Under  supervision,  performs  responsible  clerical  and  office  work  in 
connection  with  the  preparation  of  payrolls  and  the  maintenance  of  a  wide 
variety  of  employee  and  personnel  records;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  preparation  and  maintenance  of 
employee  payroll  and  personnel  records;  making  routine  contacts  with 
employees  in  regard  to  payroll  and  personnel  matters;  gathering,  preparing 
and  maintaining  related  permanent  payroll  and  personnel  files. 

EXAMPLES  OF  DUTIES: 

1.  Posts  time  report  information  to  timerolls  including  information 
of  time  worked,  vacations,  leaves,  overtime  and  similar  information 
reflecting  employee  activities  during  a  pay  period. 

2.  Performs  machine  and  manual  computation  of  employee  time  worked 
and  posts  amounts  of  earnings  to  timerolls;  posts  employee  earnings  to 
appropriate  payroll  accounts. 

3.  Makes  a  wide  variety  of  arithmetical  calculations  relative  to 
the  preparation  of,  proving  and  balancing  of  payroll  and  payroll  accounts. 

h.     Types  additions,  changes  and  deletions  on  timerolls  and  types 
temporary  rolls  as  necessary. 

5.  Types  salaries  and  wages,  by  amount  and  classifications,  to 
appropriate  ledgers;  codes  payrolls  and  posts  to  related  records. 

6.  Prepares,  files  and  generally  maintains  a  wide  variety  of  records 
related  to  departmental  personnel;  posts  all  actions  affecting  personnel 
to  individual  records;  prepares  periodic  reports  on  personnel  trans- 
actions. 

7.  Types  correspondence  forms,  letters  and  similar  material  relative 
to  personnel  record  keeping  activities. 

8.  Provides  information  to  employees  and  others  on  employment 
processes,  leave  problems,  salaries  and  wages  and  other  requests  for 
information  regarding  departmental  personnel  activities. 

9.  Receives  and  distributes  pay  warrants  to  employees. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  three  years  of  responsible  clerical 
experience,  preferably  in  the  preparation,  calculation  and  maintenance 
of  employee  payrolls  and  personnel  records;  or  an  equivalent  combin- 
ation of  training  and  experience . 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
modern  office  techniques  and  procedures  and  the  use  of  office  machines 
and  equipment;  payroll  and  time  keeping  techniques. 


CLASS  TITLE:   PAYROLL  AND  PERSONNEL  CLERK   (continued)      CODE:   1220 

Requires  considerable  ability  to:  make  rapid  and  accurate 
mathematical  calculations  by  hand  or  machine;  maintain  detailed  files 
and  records  of  personnel  transactions;  type  neatly  and  accurately;  deal 
effectively  and  courteously  with  employees  and  other  departmental 
personnel. 

PROMOTIVE  LINES: 

To:  Senior  Payroll  and  Personnel  Clerk 
Senior  Personnel  Clerk 

From:   Clerk 

Original  entrance  examination 


CLASS  TITLE:   SENIOR  PAYROLL  AND  PERSONNEL  CLERK  CODE:   1222 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  and  detailed 
clerical  and  office  work  in  connection  with  the  preparation  of  payrolls 
and  the  maintenance  of  employee  personnel  records;  exercises  work  direc- 
tion and  supervision  over  a  small  group  of  clerical  personnel  engaged 
in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  en- 
forcing existing  methods  and  procedures  relative  to  the  preparation  of 
payroll  and  employee  personnel  records;  making  occasional  responsible 
contacts  with  other  departmental  personnel  relative  to  office  functions 
and  procedures;  preparing,  checking  and  reviewing  detailed  and  complex 
personnel  and  payroll  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  clerical  and  typing  activities  necessary  in  the 
preparation  of  timerolls;  personally  performs  more  difficult  work  in- 
volved in  the  calculation,  preparation  and  posting  of  such  rolls. 

2.  Checks  and  reviews  timerolls  for  accuracy  in  preparation  and 
conformance  with  existing  procedures  and  instructions. 

3.  Receives  and  answers  telephone  and  personal  inquiries  related 
to  a  variety  of  pay  and  personnel  problems. 

h.      Prepares  and  types  letters  and  forms  answering  inquiries  on 
employment,  credit  references,  employment  verification  and  similar  types 
of  requests  for  information. 

5.  Types  and  prepares  a  variety  of  forms  and  letters  involving 
employee  retirement,  promotions,  appointments,  duties  and  other  personnel 
transactions . 

6.  Posts  and  supervises  the  posting  of  all  personnel  transactions 
to  employee  records;  prepares  and  supervises  the  preparation  of  a  wide 
variety  of  reports  of  payroll  and  personnel  transactions. 

7.  Maintains  records  of  vacant  positions  and  prepares  requisitions 
for  replacement  or  employment  for  vacant  positions. 

8.  May  perform  and  supervise  the  activities  of  subordinates  in  a 
wide  variety  of  clerical  tasks  not  directly  related  to  payroll  and 
personnel  records. 

9.  Supervises  the  coding  of  time  cards  to  assure  posting  to  proper 
payroll  accounts. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  five  years  of  progressively  responsible 
clerical  and  office  experience,  preferably  in  the  preparation  of  payrolls 
and  the  maintenance  of  personnel  records,  including  at  least  one  year  of 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   SENIOR  PAYROLL  AND  PERSONNEL  CLERK  CODE:   1222 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
modern  office  methods,  techniques  and  procedures  and  ordinary  operations 
and  uses  of  office  machines  and  equipment]  existing  payroll  and  record 
keeping  procedures  and  applicable  laws,  rules  and  regulations. 

Requires  considerable  ability  to:   make  rapid  and  accurate  mathemat- 
ical calculations  by  hand  or  machine;  maintain  a  variety  of  detailed 
records  and  prepare  a  variety  of  reports  from  such  records;  type  neatly 
and  accurately. 

PROMOTIVE  LINES: 

To;  Principal  Payroll  and  Personnel  Clerk 
Principal  Personnel  Clerk 

From:   Senior  Clerk 

Payroll  and  Personnel  Clerk 
Personnel  Clerk 


CUSS  TITLE:   PRINCIPAL  PAYROLL  AND  PERSONNEL  CLERK        CODE:  12?M 
CHARACTERISTICS  OK  THE  CLASS: 

Under  direction,  is  responsible  for  directing  the  activities  of  a 
large  group  of  subordinates  engaged  in  the  preparation  of  employee  payrolls 
and  the  maintenance  of  employee  personnel  records;  performs  difficult  and 
responsible  clerical  and  administrative  work  in  connection  therewith; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and  carrying 
out  existing  methods  and  procedures  and  assisting  in  the  development  of 
new  office  procedures  and  techniques;  making  regular  contacts  with  other 
departmental  personnel  and  representatives  of  outside  organizations  in 
connection  with  office  operations;  supervising  the  preparation  and 
maintenance  of  important  and  detailed  payroll  and  personnel  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  activities  of  subordinate 
employees  engaged  in  the  preparation  of  timerolls  and  preparation  and 
maintenance  of  employee  personnel  records. 

2.  Reviews  and  approves  timerolls  and  all  documents  relating  to 
persornel  transactions. 

3.  Serves  as  departmental  liaison  with  other  city  departments 
dealing  in  personnel  matters,  including  the  civil  service  commission, 
controller,  retirement  and  health  service  offices. 

h.     Instructs  new  employees  as  to  departmental  methods  and  pro- 
cedures. 

5.  Confers  with  representatives  of  the  civil  service  commission, 
controllers  office,  health  service  and  retirement  systems  in  connection 
with  the  various  rules  and  regulations  applicable  to  departmental 
employees;  explains  and  interprets  all  such  rules  and  regulations  to 
subordinate  personnel. 

6.  Prepares  and  supervises  the  preparation  of  replies  to  inquiries 
of  other  city  departments  and  outside  organizations  in  connection  with 
departmental  personnel . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  seven  years  of  progressively  responsible 
clerical  and  office  experience  in  the  preparation  of  detailed  and 
complex  payrolls  and  the  preparation  and  maintenance  of  personnel 
records  and  reports,  including  at  least  three  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience . 

..ledge,  Abilities  ana  Skills:  Requires  considerable  knowledge 
of:  modern  office  methods,  techniques  and  procedures  and  ordinary 
operations  and  uses  cf  office  machines  and  equipment;  existing  payroll 
"ecord  keeping  procedures  and  applicable  laws,  rules  and  regulations. 


CLASS  TITLE:   PRINCIPAL  PAYROLL  AND  PERSONNEL  CLERK        CODE:   1221+ 
(continued) 

Requires  considerable  ability  to:  make  rapid  and  accurate  mathe- 
matical calculations  by  hand  or  machine;  maintain  a  variety  of  detailed 
records  and  prepare  a  variety  of  reports  from  such  records;  type  neatly 
and  accurately. 

PROMOTIVE  LINES: 

To:  Chief  Clerk 

Chief  Payroll  &  Personnel  Clerk 
From:   Senior  Personnel  and  Payroll  Clerk 

Senior  Personnel  Clerk 

Principal  Clerk 


CLASS  TITLE:   CHIEF  PAYROLL  AND  PERSONNEL  CLERK  CODE:   1226 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  administering  the  activ- 
ities of  a  large,  varied  and  complex  payroll  division;  performs  highly 
difficult  and  responsible  clerical  and  office  supervisory  work  in  connec- 
tion therewith;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  coordinating  and 
enforcing  existing  methods  and  procedures  and  assisting  in  the  develop- 
ment of  new  procedures  and  techniques  related  to  important  detailed  and 
varied  payroll  operations;  making  regular  responsible  contacts  with  other 
departmental  personnel,  representatives  of  outside  organizations  and 
others  in  connection  with  payroll  operations  and  related  matters;  super- 
vising the  preparation,  review  and  maintenance  of  a  variety  of  important 
detailed  and  complex  payroll  and  personnel  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs,  through  subordinate  supervisory  per- 
sonnel, the  activities  of  employees  engaged  in  the  preparation  of  time- 
rolls  and  the  maintenance  of  related  accounting  controls  and  labor  dis- 
tribution charges  governing  a  varied  and  complex  departmental  payroll 
operation. 

2.  Interprets  pertinent  laws,  ordinances,  regulations,  policies, 
contract  provisions  and  procedures  to  employees,  representatives  of  out- 
side agencies  and  groups  and  others  to  clarify  and  expedite  the  proces- 
sing of  payroll  activities. 

3.  Verifies  proper  salary  payment  in  conformance  with  prescribed 
rules  and  regulations  of  various  government  codes  and  charter  provisions; 
certifies  to  the  accuracy  of  completed  payrolls  prior  to  final  approval. 

U.  Verifies  entries  of  deductions  for  retirement  contributions; 
prepares  replies  to  correspondence,  personal  and  telephone  inquiries  per- 
taining to  a  wide  variety  of  salary  and  payroll  matters. 

5.  Develops  new  procedures  for  processing  time  and  payroll  reports 
and  related  documents;  trains  and  instructs  new  employees  in  payroll 
methods  and  procedures. 

6.  Personally  participates  in  the  more  difficult  work  pertaining  to 
salary  computations,  deductions,  distribution  and  other  aspects  of  com- 
plex payroll  activities. 

7.  Confers  with  representatives  of  the  civil  service  commission, 
controller's  office  and  other  city  departments  in  connection  with  the 
various  laws,  codes,  rules  and  regulations  applicable  to  particular  de- 
partmental payroll  operations. 

MINIMUM  QUALIFICATION?: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  nine  years  of  progressively  responsible  clerical  and 
office  experience  in  the  preparation  and  maintenance  of  complex  and  varied 
payrolls,  related  accounting  controls  and  personnel  records  and  reports, 
including  at  least  five  years  of  responsible  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
modern  office  methods,  techniques  and  procedures  and  the  operation  and  use 
of  office  machines  and  equipment;  payroll  preparation  and  record  keeping 
procedures;  applicable  laws,  ordinances,  policies,  rules  and  regulations 


CLASS  TITLE:   CHIEF  PAYROLL  AND  PERSONNEL  CLERK  CODE:   1226 

(continued) 

governing  the  preparation  and  processing  of  payroll  and  personnel  records 
and  reports. 

Requires  considerable  ability  to:   assign,  supervise  and  review  the 
work  of  subordinates;  maintain  a  wide  variety  of  detailed  and  complex 
payroll  and  personnel  records  and  reports  and  prepare  important  reports 
therefrom. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Principal  payroll  and  personnel  clerk 


CLASS  TITLE:  PERSONNEL  AIDE  -  TESTS  AND  MEASUREMENTS      CODE:  1230 
CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  professional  duties  in 
the  technical  phases  of  general  personnel  work,  especially  dealing  with 
various  aspects  of  recruitment;  analyzes  applications,  evaluates  educa- 
tion and  experience;  assists  in  interviewing  applicants  regarding  entrance 
requirements;  assists  in  preparing  required  records  and  reports  regarding 
acceptance  or  rejection  of  applications  and  other  information  concerned 
with  recruitment  and  examination  matters;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   following  established  methods,  pro- 
cedures, rules  and  regulations  applicable  to  recruitment  matters;  making 
contacts  with  applicants  requiring  explanation  and  interpretation  of 
policies,  procedures,  rules  and  regulations;  preparing  and  maintaining 
routine  personnel  information  and  records  in  connection  with  specific 
recruitment  matters. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  examination  needs;  evaluates  complete  "applications 
for  examination"  forms;  makes  decisions  as  to  disposition,  qualifica- 
tions of  applicants  and  other  preliminary  matters. 

2.  Interviews  applicants  and  checks  various  background  details; 
directs  the  mailing  of  credential  cards  for  pertinent  examinations; 
administers  certain  non-assembled  examinations  for  specific  classifica- 
tions; scores  and  lists  applicants  in  relative  Drder  of  excellence. 

3.  Supervises  administration  of  typing  and  stenographic  tests  and 
scores  results;  interviews  and  otherwise  evaluates  limited  tenure 
applicants  and  decides  their  disposition. 

h.   Registers  applicants  for  laboring  positions  and  takes  finger- 
print records;  maintains  file  of  veteran  preference  cards  and  other 
special  forms;  posts  notices  regarding  mailing  of  credential  cards; 
dictates  lists  to  out-of-town  applicants. 

5.  Serves  at  public  counter;  answers  telephone  questions  regard- 
ing applications,  rules  and  regulations,  recruitment  and  examination 
matters;  receives  and  time  stamps  application  forms  and  makes  spot 
audits  to  assure  accuracy  and  completeness;  advises  applicants  regard- 
ing needed  corrections  or  additions. 

6.  Files  completed  applications  for  subsequent  reference  and 
review;  directs  persons  to  various  departments,  including  those  desir- 
ing to  review  past  examinations;  answers  telephone  inquiries  and  makes 
decisions  regarding  application  and  examination  matters. 

7.  Makes  various  statistical  compu^ations  and  compilations  in 
conjunction  with  analysis  of  test  and  examination  materials  and 
results;  performs  special  research  assignments,  as  required. 

8.  Assists  in  preparing  announcements  for  future  examinations, 
including  interviewing  department  heads  and  others,  and  acting  as 
liaison  between  recruitment  division  and  individuals  interviewed; 
checks  various  records  to  assure  correctness  of  material  for  inclu- 
sion in  examination  announcements. 


CLASS  TITLE:   PERSONNEL  AIDE  -  TESTS  AND  ME  ASUREMENTS       CODE:   1230 
(Continued) 

9.   Assists  in  ranking  examination  papers  and  preparing  resulting 
eligible  list;  coordinates  established  time  schedules  for  various  exam- 
inations and  prepares  examination  credentials,  as  necessary. 

10.  Makes  various  statistical  computations  and  compilations  in 
conjunction  with  analyses  of  test  and  examination  materials  and  results; 
performs  special  research  assignments,  as  required, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
psychology,  education,  or  business  administration  with  personnel  manage- 
ment emphasis,  which  major  shall  have  included  completion  of  at  least  one 
course  in  statistics  through  correlations  and  two  upper  division  courses 
in  the  field  of  tests  and  measurements;  or  registration  as  a  senior  student 
in  the  final  term  in  a  four  year  college  or  university,  and  otherwise  meet- 
ing the  above  requirements;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of  modern 
public  personnel  administration,  especially  as  it  applies  to  the  prin- 
ciples and  techniques  of  recruitment  and  examining  as  applicable  to 
various  occupational  fields. 

Requires  ability  to:   analyze,  evaluate  and  assemble  applications 
and  supportin  g  information  in  determining  qualifications  for  examination; 
learn  and  use  applicable  charter  provisions,  civil  service  rules  and 
regulations  in  the  performance  of  the  duties. 

PROMOTIVE  LINES: 

To:  Personnel  Technician,  Tests  and  Measurements 

From:  Original  entrance  examination 


CLASS  TITLE:  PERSONNEL  TECHNICIAN  -  TESTS  AND  CODE:  1232 

MEASUREMENTS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  important  professional  duties 
in  connection  with  technical  phases  of  general  personnel  work,  especially 
dealing  with  various  aspects  of  recruitment  covering  a  wide  and  varied 
field  of  employment;  analyzes  applications,  evaluates  education  and  ex- 
perience; interviews  applicants  regarding  entrance  requirements;  prepares 
required  records  and  reports  regarding  acceptance  or  rejection  of  applica- 
tions and  other  information  concerned  with  recruitment  and  examination 
matters;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies,  methods,  rules  and  regulations  applicable 
to  recruitment  matters;  making  regular  contacts  involving  meeting  and 
dealing  with  applicants,  representatives  of  departments  and  others, 
requiring  explanation  and  interpretation  of  policies,  procedures 
rules  and  regulations;  preparing,  checking  and  reviewing  important 
personnel  information  and  records  in  connection  with  specific  recruit- 
ment requirements. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  accumulated  back-log  of  requests  for  various  examina- 
tions; conducts  analyses  of  these  requests,  exhausted  eligible  lists  and 
lists  to  expire  within  six  months,  in  order  to  determine  need  and  priority 
for  examinations;  reviews  report  of  unfilled  requisitions  for  certifica- 
tions to  verify  and  establish  most  important  examination  needs. 

2.  Prepares  examination  announcements  for  both  entrance  and  pro- 
motive type  examinations;  interviews  and  confers  with  department  heads, 
supervisors  and  other  department  personnel  to  discuss  various  recruit- 
ment problems  involved,  and  to  obtain  opinions  and  recommendations  on 
minimum  requirements  and  scope  of  examination  to  be  included  in  the 
announcement. 

3.  Confers  with  outside  specialists  and  consultants,  as  necesssry, 
in  preparing  minimum  requirements  and  scope  of  examinations;  assures  that 
all  examination  announcements  are  brought  up  to  date,  are  consistent, 
uniform  in  appearance  and  reflect  normal  promotive  lines. 

h.   Scores  and  evaluates  applications;  interviews  applicants  to  deter- 
mine their  qualifications  and  general  fitness  to  compete  in  civil  service 
examinations;  consults  with  specialists  in  particular  fields,  when 
necessary,  to  make  further  evaluation  of  type  of  experience  claimed  by  the 
applicant  in  relation  to  the  examination  requirements;  accepts  or  rejects 
applications  on  the  basis  of  information  received. 

5.  Prepares  routine  staff  reports  and  special  reports,  as  necessary; 
rates  candidates  on  athletic,  physical  agility  and  visual  acuity  tests; 
conducts  written  examinations,  as  required. 

6.  Occasionally,  as  assigned,  assists  in  the  preparation  of 


CLASS  TITLE:   PERSONNEL  TECHNICIAN  -  TESTS  AND  MEASUREMENTS   CODE:   1232 
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examination  items  or  entire  examination;  acts  as  member  of  oral  boards 
interviewing  applicants  for  positions;  deals  with  general  public  in 
answering  questions  on  civil  service  matters  in  general  and  examination 
matters  in  particular;  assists  prospective  applicants  to  register  for 
positions  for  which  they  are  qualified  by  interview;  may  assign  clerical 
work  to  clerical  subordinates  in  connection  with  various  phases  of  re- 
cruitment duties,  and  may  perform  other  special  assignments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
psychology,  education,  or  business  administration  with  personnel  manage- 
ment emphasis,  which  major  shall  have  included  completion  of  at  least  one 
course  in  statistics  through  correlations  and  two  upper  division  courses 
in  the  field  of  tests  and  measurements. 

Requires  at  least  two  years  of  experience  in  progressively  more  im- 
portant and  responsible  duties  in  recruitment  and  examining  techniques 
in  connection  with  the  overall  recruitment  program;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  Modern 
principles  and  techniques  of  recruitment   and  examining  as  applicable  to 
various  occupational  fields;  applicable  civil  service  rules,  regulations, 
charter  and  legal  requirements. 

Requires  considerable  ability  to  analyze,  evaluate  and  assemble 
applications  and  supporting  information  in  determining  qualification  for 
examination;  deal  tactfully  and  effectively  with  department  heads,  em- 
ployees and  others;  develop  and  maintain  good  employee  and  public  rela- 
tions. 

PROMOTIVE  LINES: 

To:  Senior  Personnel  Technician  -  Tests  and  Measurements 

From:  Personnel  Aide  -  Tests  and  Measurements 


CLASS  TITLE:   SENIOR  PERSONNEL  TECHNICIAN  -  TESTS  AND        CODE:   123h 
MEASUREMENTS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  professional 
and  technical  personnel  work,  especially  dealing  with  various  aspects 
of  recruitment  covering  a  wide  and  varied  field  of  employment;  may  per- 
form technical  work  in  other  phases  of  personnel  administration;  directs 
and  supervises  subordinates  in  performing  similar  duties;  analyzes  appli- 
cations, evaluates  education  and  experience;  interviews  applicants  re- 
garding entrance  requirements;  prepares  required  records  and  reports  regard- 
ing acceptance  or  rejection  of  applications  and  other  information  concerned 

-ecruitment  and  examination  matters;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  interpreting,  and 

enforcing  existing  policies,  methods  and  procedures  applicable  to  re- 

ment  matters;  making  regular  contacts  involving  meeting  and  dealing 
with  applicants  and  frequent  contacts  with  department  heads,  requiring 
explanation  and  interpretation  of  policies,  procedures,  rules  and  regula- 
tions; gathering,  reviewing  and  approving  important  personnel  information 
and  records  in  connection  with  specific  recruitment  matters, 

EXAMPLES  OF  DUTIES. 

1.  Directs  and  supervises  the  activities  and  personnel  of  the 
recruitment  unit  of  the  examining  division;  reviews  drafts  of  examination 
announcements;  prepares  drafts  with  respect  to  minimum  requirements. 

2.  As  examinations  are  announced,  determines  sources  for  recruiting 
and  follows-up  by  correspondence ,  telephone  or  personal  visits;  prepares 
and  places  advprtisements  for  recruiting  purposes  in  newspapers,  magazines, 
trade  and  professional  journals  and  other  sources,  both  local  and  nation- 
wide, 

3.  Assigns  applications  for  pending  examinations  to  subordinates 

for  review  and  analyses;  reviews  rejections  of  applications  due  to  arrests, 
lack  of  experience,  residency  requirements,  citizenship,  education  and 
other  reasons; reviews  applications  containing  arrest  records  which  are 
deemed  acceptable  for  employment;  interviews  individual  applicants,  par- 
ticularly those  with  questions  regarding  non-fulfillment  of  cer+ain  min- 
imum requirements,  and  makes  recommendations  regarding  their  acceptance 
or  rejection. 

li.  Answers  correspondence  requesting   information  concerned  with 
■-tment  and  examination  matters;  also,  correspondence  pertaining  to 
notifications  of  examinations;  interviews  job  applicants  including  those 
for  emergency  non-civil  service  positions. 

5.  Evaluates  applications  and  interviews  applicants  for  limited 
tenure  position  examinations  and  for  unassembled  permanent  examinations; 
determines  ratingsor  scores  for  such  applicants. 

6.  As  assigned,  conducts  oral  examinations  and  acts  as  secretary 
to  oral  boards, 

7.  Supervises  the  operations  involved  in  the  inspection  of  exam- 
ination keys  and  examination  papers  by  participants,  or  on  a  fee  basis. 

8.  Confers  with  employees,  department  heads,  labor  representatives 
and  personnel  of  other  jurisdictions  regarding  recruitment  and  other 
personnel  matters. 


CLASS  TITLE:   SENIOR  PERSONNEL  TECHNICIAN  -  TESTS  AND         CODE:   123U 
MEASUREMENTS  (Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
psychology,  education,  or  business  administration  with  personnel  manage- 
ment emphasis,  which  major  shall  have  included  completion  of  at  least  one 
course  in  statistics  through  correlations  and  two  upper  division  courses 
in  the  field  of  tests  and  measurements. 

Requires  at  least  four  years  of  increasingly  responsible  professional 
experience  in  recruitment  and  examining  techniques  in  connection  with  the 
overall  recruitment  program;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  principles  and  techniques  of  recruitment  and  examining  as 
applicable  to  various  occupational  fields;  good  knowledge  of applicable 
civil  service  rules,  regulations,  charter  and  legal  requirements;  opera- 
tion and  organization  of  the  various  city  departments  and  agencies. 

Requires  ability  and  skill  to:   analyze,  evaluate  and  assemble  ap- 
plications and  supporting  information;  supervise  subordinates  in  perform- 
ing recruitment  work;  deal  courteously,  tactfully  and  effectively  with 
department  heads,  employes  and  others;  prepare  accurate  and  logical  reports; 
make  accurate  and  sound  analyses  and  evaluations  of  recruitment  and  exam- 
ination matters. 

PROMOTIVE  LINES: 

To:  Principal  Personnel  Technician  -  Tests  and  Measurements 

From:  Personnel  Technician  -  Tests  and  Measurements 


TITLE:   PRINCIPAL  PERSONNEL  TECHNICIAN  -  CODE:   1236 

TESTS  AND  MEASUREMENTS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  complex  specialized 
professional  duties  involving  the  application  of  technical  knowledge  and 
skill  in  development  and  construction  of  civil  service  examinations  and 
tests  covering  a  wide  and  varied  field  of  employment;  formulates  oral  and 
performance  tests;  conducts  oral  examinations;  investigates  protests 
regarding  test  items  and  other  examination  matters;  as  assigned,  performs 
difficult  technical  work  in  other  phases  of  personnel  administration;  may 
supervise  and  review  the  work  of  subordinates  assisting  in  similar 
activities;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out,  interpreting, 
coordinating  and  enforcing  existing  policies,  methods  and  procedures  in 
the  preparation  and  construction  of  various  examinations  and  tests; 
effective  planning  for  and  efficient  and  economical  operation  of  the  work; 
making  regular  important  contacts  with  department  heads  and  supervisors, 
the  general  public  or  representatives  of  outside  organizations  for  the 
purpose  of  furnishing  or  obtaining  detailed  information  on  specialized 
examining  and  testing  matters  and  to  explain  and  interpret  procedures  on 
such  matters;  preparing,  checking  and  reviewing  important,  detailed  and 
complex  records  and  reports  on  personnel  and  technical  matters  related  to 
the  development  and  constr action  of  examinations  and  tests. 

EXAMPLES  OF  DUTIES: 

1.  Develops  test  items  and  constructs  written  examinations  and 
performance  tests  for  various  civil  service  examinations;  confers  with 
department  heads  at  different  operating  levels  to  determine  desirable 
minimum  requirements,  means  of  recruitment  and  areas  to  be  covered; 
reviews  subject  matter  with  consultants  and  specialists  in  connection 
with  important  phases  of  positions  to  be  covered  in  the  specific 
examinations. 

2.  Plans  examination  subject  matter;  assigns  relative  weights  to 
various  parts  of  the  examination;  reviews  test  items  for  construction  and 
accuracy;  organizes  material  for  final  review  and  makes  revisions,  as 
deemed  necessary. 

3.  Investigates  protests  regarding  test  items;  makes  replies, 
explanations  and  recommendations. 

h.     Serves  as  member  of  oral  examining  boards  or  as  secretary  to 
such  boards,  as  required;  recommends  qualified  persons  in  various 
appropriate  fields  to  serve  as  members  of  oral  qualifications  appraisal 
boards. 

5.   Conducts  research  on  specific  requests  or  problems;  prepares 
related  reports  in  connection  with  examination  matters. 


CLASS  TITLE;   PRINCIPAL  PERSONNEL  TECHNICIAN  -  CODE:   1236 

TESTS  AND  MEASUREMENTS 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel,  public  or  business  administration,  economics,  education, 
psychology,  statistics  or  a  related  field  and  which  must  have  included  or 
be  supplemented  by  at  least  one  course  in  statistics  through  correlations 
and  two  upper  division  courses  in  the  field  of  tests  and  measurements „ 

Requires  at  least  six  years  of  progressively  important  and  responsible 
duties  in  testing  and  examining  techniques  in  connection  with  the  con- 
struction of  written,  oral  and  performance  examinations  and  tests ;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
modern  principles  and  techniques  of  examination  and  test  construction 
and  sources  of  specific  information  in  various  occupational  fields; 
applicable  charter  provisions  and  civil  service  rules  and  regulations; 
considerable  knowledge  of:   operation  and  organization  of  the  various  city 
departments  and  agencies;  principles  of  organization  and  personnel 
administration , 

Requires  considerable  skill  and  ability  to:   apply  modern  examining 
principles  and  techniques  to  a  comprehensive  examining  and  testing  program; 
deal  courteously,  effectively  and  tactfully  with  department  heads, 
supervisors,  employees  and  their  representatives:  prepare  and  review 
complete,  accurate  and  logical  reports  and  recommendations:  apply  and  use 
correct  english  grammar  in  the  construction  of  test  items.  Requires 
resourcefulness  in  gathering  examination  source  material  and  the  conti- 
application  of  intensive  mental  «ff ort  xamining  and  testing 

field;  supervisory  abili+ 

PROMOTIVE  LINES: 

To:   Chief  Personnel  Technician  -  Tests  ar.d  Measurements 

From:   Senior  Personnel  Technician  -  Tests  and  Measurements 


CLASS  TITLE:   CHIEF  PERSONNEL  TECHNICIAN  -  CODE:   1238 

TESTS  AND  MEASUREMENTS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  examination  development 
activities  of  the  examining  division,  including  the  scheduling  and 
planning  of  examinations  and  the  assignment  of  work  to  the  examining 
staff;  collects  and  analyzes  information  regarding  new  testing  methods 
and  techniques;  directs  analyses  of  test  results  to  determine  their 
validity;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   developing, carrying  cut,  interpret- 
ing and  coordinating  policies,  methods  and  procedures  in  connection  with 
the  examination  development  program;  making  regular  contacts  with 
employees,  persons  in  other  departments,  the  general  public  and  repre- 
sentatives of  outside  organizations  in  furnishing  or  obtaining  informa- 
tion or  explaining  specialized  and  technical  matters  concerning  examina- 
tion and  test  preparation;  supervisory  responsibility  for  preparing, 
checking  and  reviewing  important  personnel  and  technical  records  for 
specific  examination  and  testing  purposes. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  director  of  recruitment  and  examinations  in  con- 
nection with  planning  the  overall  examination  program;  superviees  and 
participates  in  test  development;  keeps  abreast  of  latest  developments 
in  testing  methods;  determines  suitability  of  test  techniques  for 
various  situations;  contacts  and  confers  with  department  heads,  outside 
consultants  and  others  in  connection  with  various  phases  of  examination 
and  testing  programs. 

2.  Meets  and  confers  with  examining  staff;  conducts  informal 
training  for  discussion  of  important  current  information  materials 
regarding  examining  and  testing,  techniques;  solicits  suggestions  for 
improvement  in  existing  methods  and  procedures;  participates  in  indi- 
vidual and  group  discussions. 

3.  Reviews  examination  materials  prepared  by  examining  staff; 
participates  in  the  administration  of  written  tests,  oral  interviews 
and  performance  tests;  subsequently  reviews  and  approves  certain 
protest  recommendations. 

U.  Conducts  research  and  makes  statistical  analyses  of  test 
items  to  determine  validity,  difficulty  and  discrimination  indices; 
studies  statistical  data  pertaining  to  central  tendency,  dispersion 
and  correlation;  draws  conclusions  and  prepares  related  reports  for 
subsequent  use  in  improving  examining  and  testing  techniques. 

MINIMUM  QUALIFICATIONS: 


CLASS  TITLE:   CHIEF  PERSONNEL  TECHNICIAN  -  CODE:   1238 

TESTS  AND  MEASUREMENTS  (Continued) 

Training  and  Experience :  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel,,  public  or  business  administration,  economics,  education,  psy- 
chology, statistics:  or  a  related  field,  and.  which  must  have  included  or 
be  supplemented  by  at  least  one  course  in  statistics  through  correlations 
and  two  upper  division  courses  in  the  field  of  tests  and  measurements. 

Requires  at  least  seven  years  of  experience  in  progressively  more 
important  and  responsible  positions  in  personnel  testing  and  examining; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  theory  and  practice  of  personnel  examining  and  testing  techniques  and 
related  tests  and  measurements;  various  occupational  fields  and  the  prin- 
ciples of  employee  selection  through  the  use  of  written,  oral  and/or 
performance  tests; the  principles  of  statistics;  applicable  charter  provi- 
sions, civil  service  rules  and  regulations;  considerable  knowledge  of: 
principles  of  organization  and  personnel  administration. 

Requires  demonstrated  ability  to:   supervise  and  instruct  subordi- 
nate professional  and  auxiliary  personnel;  deal  effectively  with  the 
general  public  and  employees;  plan  and  organize  large  scale  examining 
and  testing  programs  with  reference  to  employee  recruitment. 

PROMOTIVE  LINES: 

To.:.  Director  of  Recruitment  and  Examinations 

From:  Principal  Personnel  Technician  -  Tests  and  Measurements 


CLASS  TITLE:   PERSONNEL  AIDE  CODE:   12$0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  professional  duties  in 
the  technical  phases  of  general  personnel  work,  especially  dealing  with 
various  aspects  of  position  classification  and  salary  and  wage  admini- 
stration; assists  in  conducting  field  and  desk  audits  of  positions, 
collecting  and  analyzing  salary  and  wage  data  and  preparing  related 
reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods,  pro- 
cedures, rules  and  regulations  applicable  to  position  classification  and 
salary  and  wage  determinations;  making  contacts  involving  meeting  and 
dealing  with  employees,  employee  representatives,  supervisors,  department 
heads  and  representatives  of  outside  establishments  in  connection  with 
classification  and  compensation  matters;  compiling  and  maintaining  per- 
tinent information  and  statistical  data  applicable  to  position  classifi- 
cation and  salary  and  wage  information. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  position  classification  descriptions;  conducts  desk  and 
field  audits  to  amplify  and  verify  duties,  responsibilities  and  require- 
ments; prepares  related  reports  of  findings,  conclusions  and  recommendations, 

2.  Assists  in  preparing  class  specifications  for  recruitment,  exam- 
ining and  salary  and  wage  purposes;  assists  in  developing  classification 
arrangements  by  series  and  occupational  groups;  assists  in  maintaining 
class  specification  manual  in  current  status. 

3.  Performs  various  other  related  duties  as  required,  or  assigned, 
including:  preparation  of  organization  charts;  reviewing  requisitions 
for  permanent  and  temporary  appointments  to  ascertain  if  positions  are 
properly  classified  prior  to  certification;  assisting  in  maintaining  class 
specification  reference  files  in  current  status;  assisting  in  preparing 
reports  regarding  classification  and  compensation  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel  administration,  business  administration,  economics,  political 
science,  psychology,  public  administration,  or  a  related  field;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  modern 
public  personnel  administration,  especially  as  it  applies  to  the  principles, 
techniques  and  methods  used  in  position  classification  and  salary  and  wage 
determinations . 


CLASS  TITLE:   PERSONNEL  AIDE   (continued)  CODE:   12£0 

Requires  ability  and  skill  to  prepare  complete,  accurate  and  logical 
reports |  make  accurate  analyses  and  evaluations  of  classification  informa- 
tion and  salary  dataj  learn  and  use  applicable  charter  provisions,  civil 
service  rules  and  regulations,  and  the  provisions  of  the  salary  and  salary- 
standardization  ordinances  in  the  performance  of  the  duties. 

PROMOTIVE  LINES: 

To:   Personnel  Analyst 

From:  Original  entrance  examination 


CLASS  TITLE:  PERSONNEL  ANALYST  CODE:   1252 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  important  professional  person- 
nel work  in  the  fields  of  position  classification,  evaluation  and 
development  of  compensation  plans  covering  a  wide  and  varied  field  of 
employment;  may  perform  technical  work  in  other  phases  of  personnel 
administration;  prepares  various  reports;  and  performs  related  duties 
as  required. 

Requires  responsibility,  for:  carrying  out,  interpreting  and  en- 
forcing existing  policies,  methods  and  procedures  relating  to  classifi- 
cation and  compensation  matters;  making  regular  contacts  with  representa- 
tives of  departments,  employees,  representatives  of  outside  agencies, 
and  persons  at  various  levels,  to  furnish  or  obtain  information  on  spec- 
ialized classification  and  salary  matters;  gathering,  preparing,  com- 
piling and  . analyzing  statistical  and  other  operational,  personnel  and 
financial  data  and  reports. 

EXAMPLES  OF  DUTIES: 

.1.  Performs  detailed  duties  in  the  conduct  of  salary  and  wage 
surveys  covering  basic  rates  paid  in  private  employment  on  public 
contracts,  rates  paid  organized  trades  and  crafts  coming  under  charter 
provisions,  rates  paid  municipal  transit  operating  personnel,  rates 
paid  uniformed  police  and  fire  department  personnel;  also  rates  paid 
in  local  area  private  establishments,  state  and  federal  agencies,  and 
other  public  jurisdictions  for  salary  standardization  purposes  of 
miscellaneous  employees. 

2.  Gathers,  compiles,  tabulates  and  analyzes  salary  survey  data 
required  in  the  maintenance  or  revision  of  the  compensation  plan; 
participates  in  developing  recommendations  for  appropriate  salary 
ranges;  assists  in  the  preparation  and  review  of  the  annual  salary 
ordinance  and  salary  standardization  ordinances. 

3.  Records  and  analyzes  private  employment  wage  data  obtained 
under  contractual  agreement,  for  the  purpose  of  determining  comparative 
wages  and  assist  in  making  wage  recommendations  for  city  employees. 

U.  Performs  desk  and  field  audits  of  position  duties,  responsi- 
bilities and  requirements;  reviews  position  descriptions  to  verify 
duties  and  responsibilities  and  to  determine  correct  allocation  or 
reallocation;  interviews  supervisory  and  administrative  personnel  to 
obtain  further  occupational  information  in  order  to  properly  evaluate 
positions  and  make  final  recommendations  for  allocations. 

5>.  Performs  various  other  related  duties  such  as:   furnishing 
salary  and  classification  data  to  other  jurisdictions;  interpreting 
private  labor-employee  contract  provisions  as  applicable  to  city 
employees,  under  charter  requirements;  confering  with  employee  repre- 
sentatives, supervisory  personnel,  and  other  city  employees  on  matters 
pertaining  to  position  classification,  civil  service  rules  and  regula- 
tions, salary  and  wage  administration  problems. 


CLASS  TITLE;  PERSONNEL  ANALYST  (continued)  CODE:   1252 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience ;  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel  administration,  business  administration,  economics,  political 
service,  psychology,  public  administration,  or  related  fields, 

Requires  at  least  two  years  of  professional  experience  in  the  tech- 
nical phases  of  position  classification  and/or  compensation  administra- 
tion j  or  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  a  good  knowledge  of: 
applicable  provisions  of  the  city  charter,  relevant  ordinances  and 
resolutions  and  civil  service  commission  rules  ar.d  regulations;  modern 
public  personnel  administration  especially  as  it  applies  to  the  princi- 
ples, techniques  and  methods  used  in  position  classification  and  salary 
and  wage  determinations;  knowledge  of  principles  of  organization. 

Requires  skill  and  ability  to:  make  accurate  analyses  and  evalu- 
ations; deal  tactfully  and  effectively  with  department  heads,  employees 
and  others;  develop  and  maintain  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:  Senior  Personnel  Analyst 

From:  Personnel  Aide 


CUSS  TITLE:  SENIOR  PERSONNEL  ANALYST  CODE:  125U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  professional 
and  technical  personnel  work  in  the  fields  of  position  classification, 
evaluation  and  salary  administration  covering  a  wide  and  varied  field  of 
employment;  may  perform  technical  work  in  other  phases  of  administration; 
prepares  various  reports;  directs  and  supervises  subordinates  in  perform- 
ing similar  duties;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting,  explaining 
and  enforcing  existing  policies,  methods  and  procedures  relating  to 
position  classification  and  salary  administration;  making  regular  con- 
tacts with  department  heads,  employees,  employee  representatives,  other 
agencies,  and  persons  at  various  levels  to  furnish  or  obtain  information 
on  specialized  classification  and  salary  matters;  gathering,  preparing, 
compiling,  and  maintaining  statistical  and  other  operational,  personnel 
and  financial  data,  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  investigations  and  surveys  concerning  the  duties, 
responsibilities  and  qualifications  of  positions  in  the  classified  service, 
and  supervises  other  analysts  in  performing  similar  duties;  makes 
personal  observation  and  field  and  desk  audits  of  work  performed;  confers 
with  immediate  supervisors  and  administrators,  as  well  as  with  indi- 
vidual employees,  in  conjunction  with  information  gathered  in  field  sur- 
veys and  contained  in  individual  duties  statements;  prepares  summary 
reports  of  findings,  conclusions  and  recommendations. 

2.  Makes  similar  investigations  of  contemplated  duties,  respon- 
sibilities and  qualifications  of  new  positions  on  the  basis  of  detailed 
duties  statements  furnished  and  field  surveys;  prepares  summary  report 
of  findings,  conclusions  and  recommendations;  prepares  class  specifi- 
cations for  new  classifications  or  revises  existing  class  specification, 
as  circumstances  may  require.   Prepares  departmental  organization  charts, 
and  revises  charts  to  reflect  current  organizational  relationships. 

3.  Conducts  investigations  and  surveys  in  conjunction  with  the 
collection  and  evaluation  of  salary  and  wage  data  as  provided  in  accord- 
ance with  charter  provisions;  supervises  the  conducting  of  salary  studies 
for  various  crafts,  police  and  fire  department  positions,  municipal 
transit  operating  personnel  and  others;  supervises  special  survey  studies 
under  contractual  agreement  and  reviews  and  edits  all  wage  data  in 
relation  to  various  job  levels  and  proper  classification  allocations  as 
collected  by  field  representatives. 

h.   Supervises  and  participates  in  the  preparation  of  the  annual 
salary  ordinance  and  salary  standardization  ordinance;  supervises  and 
participates  in  the  preparation  and  formulation  of  the  ordinance  governing 
prevailing  wages  to  be  paid  on  public  contracts  for  construction. 

5.  Confers  with  employees,  department  heads,  labor  representatives 
and  personnel  analysts  of  other  jurisdictions  regarding  compensation 
plans,  position  allocations,  data  evaluation,  contract  provisions  and 
other  pertinent  information;  develops  new  salary  survey  techniques; 
supervises  and  participates  in  studies  and  reports  pertaining  to  fringe 
benefits  and  costs  of  living  adjustments;  reviews  disability  transfer 


CLASS  TITLE:   SENIOR  PERSONNEL  ANALYST  (continued)  CODE:   125U 

positions  and  adjudicates  the  compensation  governing  such  cases; 
reviews,  verifies  and  recommends  rates  for  all  personnel  services 
authorized  under  applicable  provisions  of  the  annual  salary  ordinance. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  personnel  or  public  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  four  years  of  increasingly  responsible  pro- 
fessional experience  in  the  technical  phases  of  position  classification 
and/or  compensation  administration;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  principles  and  practices  of  modern  personnel  and  public 
administration  and  management  organization,  especially  as  they  apply 
to  the  efficient  conduct  of  position  classification  and  compensation 
systems;  good  knowledge  of:  applicable  city  charter  provisions, 
relative  ordinances,  civil  service  rules  and  regulations;  operation 
and  organization  of  the  various  city  departments  and  agencies. 

Requires  ability  and  skill  to:  make  accurate  and  sound  analyses 
and  evaluations  of  classification  and  salary  administration  problems; 
deal  courteously,  tactfully  and  effectively  with  department  heads, 
employees  and  others;  supervise  subordinates  in  performing  classi- 
fication and/or  salary  administration  work;  prepare  accurate  and 
logical  reports. 

PROMOTIVE  LINES 

To:  Principal  Personnel  Analyst 

From:  Personnel  Analyst 


CUSS  TITLE:  PRINCIPAL  PERSONNEL  ANALYST  CODE:   1256 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  complex  professional 
and  technical  personnel  work  in  the  administration  of  the  position 
classification,  evaluation  and  compensation  plans  covering  a  wide  and 
varied  field  of  employment;  as  assigned,  performs  difficult  technical 
work  in  other  phases  of  personnel  administration;  supervises  and  re- 
views worK  of  a  staff  engaged  in  such  activities:  prepares  reports  and 
recommendations;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out,  inter- 
preting, coordinating,  and  enforcing  existing  policies  and  methods  in 
the  classification  or  compensation  section  of  the  classification  and 
pay  division;  effective  planning  for  and  efficient  and  economical 
operation  of  the  respective  unit;  making  regular  important  contacts 
with  department  heads,  other  agencies  and  persons  at  all  levels  to 
furnish  or  obtain  information  and  to  explain  and  interpret  procedures 
and  regulations  on  specialized  matters;  preparing,  checking  and  re- 
viewing important  detailed  and  complex  records  and  reports;  analyzing 
operational,  technical,  personnel  and  financial  activities  and  re- 
cords; supervising  the  compilation  and  reviewing  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  classification  studies  and 
projects  and  the  processing  of  departmental  classification  requests; 
ass ' gns  and  reviews  pork  of  subordinate  professional  and  clerical 
personnel. 

2.  Supervises  preparation  of  class  specifications;  makes  re- 
commendations to  the  division  director  regarding  establishing,  con- 
solidating or  abolishing  classes. 

3.  Confers  with  department  heads,  employees  and  others  regarding 
administration  and  maintenance  of  the  classification  system;  investi- 
gates problems,  complaints,  and  appeals  regarding  allocations  and 
status  determinations;  participates  in  formulation  of  related  policy 
matters. 

h.      Supervises  and  participates  in  conducting  salary  and  wage 
surveys  including  the  collection,  compilation,  analyses,  and  evalua- 
tion of  data;  also,  special  studies  and  investigations  pertaining  to 
fringe  benefits,  working  conditions  and  other  similar  matters. 

5.  Supervises  preparation  of  the  salary  standardization 
ordinance  and  the  preparation  and  amendment  of  the  annual  salary 
ordinance. 

6.  Supervises  preparation  of  departmental  organization  charts 
and  their  maintenance  in  current  and  correct  status. 

7.  As  assigned,  appears  before  legislative  bodies  and  committies 
to  explain  and  interpret  classification  and/or  salary  administration 
matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 


CLASS  TITLE:   PRINCIPAL  PERSONNEL  ANALYST   (continued)      CODE:   1256 

work  in  personnel  or  public  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  six  years  of  increasingly  responsible  professional 
experience  in  the  technical  phases  of  position  classification  and/or 
compensation  administration,  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  SKills:  Requires  a  thorough  knowledge  of: 
the  principles,  techniques  and  methods  used  in  the  development  and 
maintenance  of  position  classification  systems  and/or  compensation  plans; 
applicable  charter  and  ordinance  provisions  and  civil  service  rules 
and  regulations;  considerable  knowledge  of:   operation  and  organization 
of  the  various  city  departments  and  agencies:  principles  of  modern 
organization  and  management,  particularly  as  applied  to  personnel 
matters. 

Requires  considerable  ability  and  skill  to:  make  careful  and 
correct  analyses  and  evaluations  on  classification  and  salary  situa- 
tions and  problems;  deal  courteously,  effectively  and  tactfully  with 
department  heads,  supervisors,  employees  and  their  representatives; 
prepare  and  review  complete,  accurate  and  logical  reports  and  re- 
commendations; assign,  supervise  and  review  the  work  of  subordinates 
in  performing  classification  and/or  salary  administration  work. 

PROMOTIVE  LINES: 

To:   Director  of  Classification  and  Pav 

From:   Senior  Personnel  Analyst 


CLASS  TITLE:  CHIEF  PERSONNEL  ANALYST  CODE:   12$8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  the  director  of  in-service  activities  in 
developing  and  administering  in-service  personnel  programs,  including 
training,  service  rating,  employee  relations,  discipline,  morale, 
safety,  counseling  and  other  matters,  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:  originating,  developing, 
coordinating  and  enforcing  policies,  methods  and  procedures  relative 
to  the  various  in-service  personnel  programs;  achieving  economies 
through  development  of  efficient  in-service  training,  rating,  safety, 
and  other  personnel  management  programs;  making  frequent  contacts  with 
employees,  representatives  of  employee  organizations  and  groups,  and 
various  educational  and  training  sources;  preparing,  checking  and  re- 
viewing important  detailed  in-service  training,  personnel  rating, 
safety  and  other  technical  and  specialized  forms  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  development,  installation 
and  maintenance  of  in-service  personnel  programs  involving  an  employee 
evaluation  system,  establishment  of  individual  performance  standards 
and  an  overall  in-service  training  program. 

2.  Plans  an  employee  service  rating  program;  developes  purposes 
and  aims;  developes  details  of  rating  system,  including  all  forms  and 
procedures;  supervises  and  participates  in  the  installation  of  the 
rating  system:  supervises  and  participates  in  the  evaluation  of  rating 
system  results,  including  statistics,  interpretation  and  preparation  of 
related  reports. 

3.  Plans  in-service  training  programs;  developes  and  outlines 
programs  on  basis  of  need  and  policies;  designs  curriculum  to  satisfy 
requirements  of  each  program;  arranges  facilities,  including  budgetary 
requirements,  staff,  and  locations  for  instruction  and  demonstrations; 
supervises  and  participates  in  the  evaluation  of  in-service  training 
program  results,  including  statistics,  interpretations  and  preparation 
of  related  reports. 

h.     Plans  orientation  programs  for  new  employees;  developes  in- 
formation and  instructional  materials;  supervises  and  participates  in 
conducting  orientation  program  meetings,  classes,  tours  and  other  in- 
doctrinational  activities. 

5.  Maintains  good  working  relationships  with  operating  depart- 
ments in  formulating,  conducting  and  administering  the  various 
personnel  programs;  cooperates  with  educational  institutions  and 
other  informational  and  instructional  sources. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  administration,  psychology  or  industrial  relations. 

Requires  at  least  seven  years  of  experience  in  various  phases  of 
personnel  administration,  at  least  four  years  of  which  shall  have  been 
in  responsible  work  involving  in  service  training  and  employee  evaluation 


CLASS  TITLE:   CHIEF  PERSONNEL  ANALYST   (continued)         CODE:   12$8 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  extensive  professional 
knowledge  and  skill  in  formulating,  recommending  and  implementing 
employee  in-service  training  and  rating  systems. 

Requires  creative  ability,  resourcefulness  and  discriminating 
judgment  in  analyzing  the  different  needs  of  various  personnel  manage- 
ment programs . 

PROMOTIVE  LINES: 

To:  Personnel  Director  of  In-Service  Activities 

From:   Original  entrance  examination 


CLASS  TITLE:   DEPARTMENTAL  PERSONNEL  OFFICER  CODE:   1270 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  administers  the  personnel  program  for 
classified  employees  of  an  average  size  and  less  diversified  departmental 
organization  or  assists  in  administering  the  personnel  program  for  a 
large  and  diversified  departmental  organization  coordinates  the  expedi- 
ting of  personnel  transactions  between  the  operating  department  and  the 
civil  service  commission;  supervises  the  maintenance  of  personnel  records; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and  enfor- 
cing policy  and  methods  relating  to  the  classified  personnel  program  of 
an  average  sized  department  (less  than  1200  employees)  or  assists  in  these 
responsibilities  in  a  large  department  (over  1200  employees);  making 
regular  contacts  with  supervisory  and  administrative  personnel,  employees 
and  their  representatives,  representatives  of  other  departments  and 
agencies  requiring  explanation  and  interpretation  of  personnel  policies 
and  procedures;  preparing,  checking  and  reviewing  personnel,  technical 
and  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  and  advises  department  management,  supervisory 
personnel,  employees  and  their  representatives  and  others  on  the  inter- 
pretation and  application  of  the  civil  service  provisions  of  the  charter, 
related  ordinances,  civil  service  rules  and  regulations,  personnel 
policies,  standards,  procedures  and  other  personnel  problems. 

2.  Screens  classification  requests;  conducts  classification  studies; 
advises  management  on  the  merits  of  requests  for  reclassification. 

3.  Cooperates  with  supervisory  personnel  in  the  assignment,  reassign- 
ment, replacement  and  transfer  of  personnel,  and  other  related  in-service 
personnel  activities. 

h.     Cooperates  with  the  civil  service  commission  in  matters  relating 
to  the  expediting  of  personnel  transactions,  recruitment,  placement, 
employee  evaluation,  training  programs  and  other  personnel  services  and 
activities. 

5.  Supervises  the  preparation  of  personnel  documents  and  maintenance 
of  personnel  records:  analyzes  personnel  records  to  determine  cause  of 
turnover  and  other  related  problems. 

6.  Reviews  and  reports  on  the  service  of  employees;  investigates  and 
reports  on  disciplinary  charges  against  employees;  investigates  other 
related  matters  such  as  employee  grievances,  reductions  in  force  and 
makes  reports  thereon. 

7.  May  participate  in  conferences  related  to  effective  personal 
services,  budgetary  planning  and  overall  operation  of  the  departmental 
personnel  program. 


CLASS  TITLE:   DEPARTMENTAL  PERSONNEL  OFFICER  CODE:   1270 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel,  public  or  business  administration  or  a  related  field. 

Requires  at  least  five  years  of  progressively  responsible  professional 
personnel  experience  in  the  administration  of  salary  and  classification 
plans  and  systems,  in-service  activities,  recruitment  or  related  activities: 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  principles  and  techniques  of  public  administration,  particularly  as 
applicable  to  the  field  of  personnel  administration;  principles  of  orga- 
nization and  management;  provisions  of  the  city  charter  and  ordinances 
pertaining  to  personnel  activities;  rules,  policies  and  procedures  of  the 
civil  service  commission;  good  knowledge  of  the  principles  of  human 
relations. 

Requires  ability  and  skill  to:   develop  and  maintain  effective  work- 
ing relationships  with  the  management,  supervisory  personnel  and  employees 
of  the  department;  develop  and  administer  a  personnel  program  for  classi- 
fying personnel;  meet  and  deal  tactfully  and  effectively  with  departmental 
employees  and  their  representatives;  make  sound  analyses  and  evaluations; 
formulate  and  express  ideas  concisely  and  clearly,  both  orally  and  in 
writing;  interview  and  counsel  employees. 

PROMOTIVE  LINES: 

To:   Senior  Departmental  Personnel  Officer 

From:   Senior  Personnel  Analyst 

Senior  Personnel  Technician 


CLASS  TITLE:  SENIOR  DEPARTMENTAL  PERSONNEL  OFFICER        CODE:   1272 
CHARACTERISTICS  OF  THE  CUSS: 

Under  general  administrative  direction,  administers  the  personnel 
program  for  classified  employees  of  a  large  and  diversified  departmental 
organization;  coordinates  the  expediting  of  personnel  transactions 
between  the  operating  department  and  the  civil  service  commission; 
supervises  the  maintenance  of  personnel  records;  makes  recommendations 
to  management  on  improvements  in  personnel  policies,  procedures  and 
methods;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting,  coordinat- 
ing and  executing  policy  and  developing  intra-departmental  methods  and 
procedures  related  to  the  classified  personnel  program  in  a  large 
department  (over  1200  employees);  participating  in  effective  personal 
services  budgetary  planning;  making  continual  responsible  contacts  with 
department  management,  supervisory  personnel,  employees  and  their 
representatives,  legislative  bodies,  representatives  of  other  departments 
and  agencies  requiring  explanation  and  interpretation  of  personnel 
policies  and  procedures  and  handling  difficult  personal  inter-relation- 
ships; preparing,  checking  and  reviewing  important  personnel,  technical 
and  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  and  advises  department  management,  supervisory 
personnel,  employees  and  their  representatives  and  others  on  the  inter- 
pretation and  application  of  the  civil  service  provisions  of  the  charter, 
related  ordinances,  civil  service  rules  and  regulations,  personnel 
policies,  standards,  procedures  and  other  personnel  problems. 

2.  Is  responsible  for  assuring  that  positions  in  the  department  are 
properly  described  for  classification  purposes;  evaluates  current 
organizational  patterns,  reviews  organizational  changes  and  advises 
management  of  the  effect  of  changes  on  personnel;  screens  classification 
requests;  conducts  classification  studies;  advises  management  on  the 
merits  of  requests  for  reclassification. 

3.  Cooperates  with  supervisory  personnel  in  the  assignment,  re- 
assignment, replacement  and  transfer  of  personnel,  and  other  related 
in-service  personnel  activities. 

U.  Represents  the  department  before  the  civil  service  commission 
and  other  meetings  and  conferences;  cooperates  with  the  civil  service 
commission  in  matters  relating  to  the  expediting  of  personnel  transactions, 
the  administration  of  the  classification  and  salary  plan,  recruitment, 
placement,  employee  evaluation,  training  programs  and  other  personnel 
activities. 

5.  Participates  in  conferences  related  to  effective  personal 
services  budgetary  planning  and  overall  operation  of  the  departmental 
classified  personnel  program. 

6.  Supervises  the  preparation  of  personnel  documents  and  maintenance 
of  personnel  records;  analyzes  personnel  records  to  determine  cause  of 
turn-over  and  other  related  problems . 


CLASS  TITLE:   SENIOR  DEPARTMENTAL  PERSONNEL  OFFICER        CODE:   1272 
(continued) 

7.  Reviews  and  reports  on  the  service  of  employees;  investigates 
and  reports  on  disciplinary  charges  against  employees  and  recommends 
appropriate  disciplinary  action;  investigates  other  related  matters  such 
as  employee  grievances,  reductions  in  force  and  makes  reports  thereon. 

8.  May  supervise  assigned  central  office  services  such  as  steno- 
graphic and  clerical  pools,  reproduction  services,  communication  and 
related  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel,  public  or  business  administration,  or  a  related  field. 

Requires  at  least  seven  years  of  progressively  responsible  pro- 
fessional personnel  experience  in  the  administration  of  salary  and 
classification  plans  and  systems,  in-service  activities,  recruitment  or 
related  activities;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  principles  and  techniques  of  public  administration,  particularly  as 
applicable  to  the  field  of  personnel  administration;  principles  of 
organization  and  management;  provisions  of  the  city  charter  and  ordinances 
pertaining  to  personnel  activities;  rules,  policies  and  procedures  of 
the  civil  service  commission;  good  knowledge  of  the  principles  of  human 
relations. 

Requires  considerable  ability  and  skill  to:   develop  and  maintain 
effective  working  relationships  with  management,  supervisory  personnel 
and  employees  of  the  department;  develop  and  administer  a  well-rounded 
and  complete  program  for  classified  personnel;  meet  and  deal  tactfully 
and  effectively  with  departmental  employees  and  their  representatives 
and  others;  make  sound  analyses  and  evaluations  as  a  basis  for  recom- 
mendations on  personnel  problems  and  activities;  formulate  and  express 
ideas  concisely,  clearly  and  effectively;  plan,  supervise  and  review  the 
work  of  subordinates . 

Requires  considerable  skill  in  interviewing  and  counseling 
techniques. 

PROMOTIVE  LINES: 

To:  Director  of  Classification  and  Pay 

Personnel  Director  In-Service  Activities 

From:  Departmental  Personnel  Officer 
Principal  Personnel  Analyst 
Principal  Personnel  Technician 


CUSS  TITLE:  DIRECTOR,  BUREAU  OF  PERSONNEL  AND  SAFETY      CODE:  127h 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  administers  a  modern  per- 
sonnel and  safety  program  for  all  departments  under  the  jurisdiction  of 
the  public  utilities  commission;  represents  management  at  meetings,  con- 
ferences and  hearings;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating, 
originating  and  executing  policy,  methods  and  procedures  governing  the 
personnel,  safety  and  training  activities  and  functions  of  the  public 
utilities  commission;  preventing  considerable  losses  through  the  installa- 
tion of  safe  operating  methods  for  transit  equipment  and  the  elimination 
of  unsafe  operating  conditions;  continuing  personal  contacts  with  employees, 
representatives  of  organizations  and  groups  involving  discussion,  explana- 
tion and  interpretation  of  policies,  rules  and  regulations  governing  the 
safe  operation  of  transit  equipment;  reviewing  reports  of  technical  and 
operational  problems  concerning  the  safe  operation  of  transit  equipment 
and  formulating  conclusions  upon  which  administrative  decisions  can  be 
based. 

EXAMPLES  OF  DUTIES: 

1.  Directs  technical  assistants  and  others  in  conducting  and  main- 
taining a  modern  personnel  and  industrial  safety  program  for  all  depart- 
ments of  the  public  utilities  commission  including  airport,  hetch  hetchy 
operations,  municipal  transit  system  and  the  water  department;  also  an 
operational  safety  training  program  for  municipal  transit  equipment 
personnel. 

2.  Exercises  responsibility  through  subordinates,  for  the  assignment 
and  reassignment  of  personnel,  work  performance  and  completion;  coodinates 
the  personnel  activities  between  all  operating  units,  the  manager  of 
utilities  and  the  civil  service  commission;  directs  and  is  responsible 
for  the  training  of  new  employees. 

3.  Recommends  and  institutes  safer  methods  of  transit  equipment 
operation;  analyzes  and  institutes  accident  reporting  methods;  formulates 
and  proposes  revision  of  safety  rules;  suggest  equipment  changes  and 
modifications  necessary  to  reduce  hazards;  supervises  maintenance  of 
accident  records  as  a  means  of  determining  the  results  of  the  accident 
prevention  program;  institutes  and  encourages  safety  activities  and  pro- 
grams in  all  departments  of  the  public  utilities  commission. 

U.  Requests  follow  up  instructions  on  railway  transit  system 
personnel  involved  in  operating  rule  violations;  reviews  records  and 
reports;  interviews  and  counsels  employees,  and  recommends  corrective 
action  when  indicated. 

5.   Approves  and/or  recommends  and  signs  all  civil  service  communi- 
cations and  forms  relating  to  personnel  matters  for  all  departments  of 
the  public  utilities  commission  including  transfers,  requisitions  for 
employment,  classification  studies,  sick  and  other  leave  forms,  temporary 
and  probationary  terminations  and  other  in-service  personnel  activities. 


CLASS  TITLE:   DIRECTOR,  BUREAU  OF  PERSONNEL  AND  SAFETY       CODE:   12 7U 
(Continued) 

6.  Attends  weekly  railway  staff  meetings  and  interdepartmental 
meetings  with  representatives  of  other  city  departments  on  matters  per- 
taining to  operations  and  saaety;  regularly  attends  other  safety  and 
transit  operation  meetings. 

MINIMUM  QUALIFICATIONS s 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  personnel  administration,  business  administration,  safety 
engineering  or  a  related  field. 

Requires  at  least  nine  years  of  progressively  responsible  professional 
experience  in  a  governmental  agency  or  private  industry  in  personnel 
training  or  safety  activities;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  principles,  techniques,  terminology  and  procedures  of  a  modern 
safety  program,  particularly  as  applied  to  public  service  activities; 
the  principles  of  public  and  personnel  administration,  organization  and 
management;  provisions  of  the  city  charter  and  ordinances  pertaining  to 
personnel  activities,  rules,  policies  and  procedures  of  the  civil  service 
commission;  considerable  knowledge  of  the  principles  of  human  relations. 

Requires  considerable  ability  and  skill  to:   develop  and  maintain 
effective  relationships  with  management  and  supervisory  personnel;  develop 
and  administer  a  well  rounded  and  complete  personnel  and  safety  training 
program;  meet  and  deal  tactfully,  courteously  and  effectively  with  super- 
visory personnel,  department  employees  and  their  representatives,  other 
department  personnel,  representatives  of  outside  agencies  and  groups;  make 
sound  analyses  and  evaluations;  formulate  recommendations  on  the  basis  of 
facts  to  aid  in  making  important  management  decisions,  prepare  clear, 
concise  and  accurate  reports  and  recommendations. 

Requires  considerable  skill  in  interviewing  and  counseling  techniques. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLAS!         DIRECTOR  OF  REC,      .  AND  EXAMINATION      COL.  i 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  complete 
responsibility  for  the  administration  and  supervision  of  the  examining 

ion,  including  recruitment,  examination  development  and  examination 

ces;  plans  and  directs  the  activities  and  personnel  in  carrying  out 
the  various  activities  in  accordance  with  charter  provisions  and  rules 
and  regulations  of  the  civil  service  commission;  supervises  and  assists 
in  formulating  pel" c  es  regarding  recruitment  and  examination  matters; 
and  performs  related  duties,  as  required. 

Requires  major  responsibility  for:   coordinating  and  executing 
established  policies,  methods,  and  procedures  concerning  all  phases  of 
recruitment  and  examining;  making  contacts  with  employees,  administra- 
tive and  supervisory  personnel  of  other  departments,  and  representa- 
tives of  outside  organizations  and  groups  concerning  explanation  and 
interpretation  of  policies,  rules  and  regulations;  directing  the  pre- 
paration of  and  or  reviewing  and  approving  recruitment  and  examination 
materials;  maintenance  of  related  records. 

EXAMPLES  OF  DUTIES'. 

1.  Directs  and  supervises  the  preparation,  administration  and 
interpretation  of  all  written,  cral,  performance  and  other  types  of 
examinations  and  tests;  confers  with  department  heads,  supervisors, 
employees,  applicants,  labor  and  employee  representatives  and  others 
regarding  civil  service  recruitment  and  examining  activities. 

2.  Directs  and  supervises  the  development  of  minimum  require- 
ments and  standards  for  all  entrance,  promotional  and  limited  tenure 
examinations;  directs  and  supervises  the  planning  and  execution  of 
related  recraitment  programs  in  order  to  properly  staff  all  positions 
at  the  various  operating  levels  throughout  the  classified  service. 

3.  Directs  and  superv  ses  the  printing  and  rating  of  all 
examinations  and  the  preparation  of  eligible  lists  and  related  re- 
cords. 

U.   Assists  the  general  manager  in  formulating  policies  regarding 
recruitment  and  examination  matters;  directs  and  conducts  research 
and  prepares  reports  on  matters  related  tc  recrui  ment  and  examining 
procedures. 

5.  Represents  the  civil  service  commission  on  professional 
personnel  programs  at  educational  institutions  and  meetings  of  official 
bodies  and  committees. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
wor.:  in  psychology  and  psyc  home  tries,  personnel  administration,  edu- 
cation, statistics  or  a  related  field. 

Requires  at  least  nine  years  of  experience  in  progressively 
important  and  responsible  positions  in  personnel  recruitment, 
examining  and  testing,  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   DIRECTOR  OF  RECRUITMENT  AND  EXAMINATION       CODE:   1276 
(continued) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  academic  and 
working  knowledge  of  the  theory  and  practice  of  personnel  recruitment, 
examining  and  testing;  applicable  charter  provisions,  civil  service 
rules  and  regulations;  considerable  knowledge  of:  principles  of 
organization  and  management  and  personnel  administration. 

Requires  exceptional  skill  and  creative  ability,  resourcefulness, 
discriminating  judgment  and  initiative  to  organize,  develop  and 
administer  all  phases  of  recruitment  and  examining  in  a  large  public 
jurisdiction. 

Requires  demonstrated  supervisory  ability,  personality  and  skill 
to  develop  and  maintain  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:  General  Manager,  Personnel 

From:   Chief  Personnel  Technician  -  Tests  and  Measurements 


CLASS  TITLE:  DIRECTOR  OF  CLASSIFICATION  AND  PAY  CODE:   1280 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  complete  respon- 
sibility for  the  administration  and  supervision  of  the  activities  of 
the  classification  and  pay  division  engaged  in  investigating  the  duties, 
responsibilities  and  requirements  of  positions  throughout  the  city 
service  as  a  basis  for  proper  classification,  and  in  collecting  and 
analyzing  data  relating  to  salaries  and  wages  paid  in  private  employ- 
ment and  other  governmental  jurisdictions;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
enforcing  existing  policies,  methods  and  procedures  concerning  classi- 
fication of  positions  and  preparing  salary  and  wage  information;  for 
achieving  considerable  economies  through  the  efficient  and  accurate 
analyses  and  determination  of  classification  and  compensation  matters 
which  indirectly  involve  large  sums  of  money;  making  important  regular 
•ontacts  with  a  variety  of  persons  of  all  kinds  requiring  discussion, 
explanation  and  interpretation  of  specialized  classification  and  com- 
pensation matters;  supervising  the  gathering,  analyzing,  reviewing 
and  reporting  of  important  classification  and  compensation  data  and 
information. 

EXAMPLES  OF  DUTIES: 

1.  Directs  a  staff  of  analysts  engaged  in  performing  position 
classification  analyses  pursuant  to  charter  provisions,  including  es- 
tablishment of  new  positions,  investigation  of  duties  of  existing 
positions  and  those  heretofore  exempt  from  the  classified  service, 
determining  the  reallocation  of  positions  and  the  preparation  of 
revised  class  specifications. 

2.  Directs  a  staff  of  analysts  engaged  in  performing  sf iary 
surveys  and  analyses  pursuant  to  charter  provisions  relating  to  monthly 
rated  employees,  elective  and  appointed  officials,  craft  employments,  fire 
and  police  department  uniformed  personnel,  municipal  transit  operating 
employees  and  others. 

3.  Supervises  the  gathering  of  salary  and  wage  data,  the  evaluation 
of  information  collected,  the  recommendation  of  proper  salary  rates  and 
ranges,  and  the  compilation  and  preparation  of  related  reports;  super- 
vises the  investigation  of  complaints  and  appeals  relative  to  compen- 
sation and  allocation  matters. 

U.   In  an  overall  supervisory  capacity,  is  responsible  for: 
investigating  and  reporting  on  various  rights  of  employees;  reviewing 
annual  request  for  changes  in  working  conditions;  analyzing  budget 
estimates  and  preparing  reports  on  personal  services  requirements; 
representing  the  civil  service  department  at  commission  and  board 
meetings;  preparing  and  submitting  the  salary  ordinance;  investigating 
tenure  of  positions  not  permanently  established;  preparing  schedules 
setting  forth  legal  rights  for  other  than  normal  working  time  and 
other  matters  and  problems  involving  personnel  administration. 


CLASS  TITLE:   DIRECTOR  OF  CLASSIFICATION  AND  PAT  CODE:   1280 

( continued) 

5.  Meets  with  employees  and  employee  representatives  and  groups 
as  required . 

6.  Makes  recommendations  to  the  general  manager  regarding  status 
rights  of  employees,  classification  surveys,  salary  surveys  and  other 
matters;  prepares  related  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  and  personnel  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  nine  years  of  progressively  responsible  exper- 
ience in  various  phases  of  personnel  administration,  at  least  four  years 
of  which  shall  have  been  in  responsible  work  involving  position  classi- 
fication and  salary  and  wage  determination;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge 
of:   city  and  county  organization  structure  and  the  overall  policies 
applicable  to  city  employment;  applicable  charter  provisions,  rules 
and  regulations  pertaining  to  classification  systems  and  compensation 
plans;  personnel  administration  and  principles  of  organization;  tech- 
niques, methods  and  procedures  used  in  the  development  and  maintenance 
of  position  classification  and/or  compensation  plans. 

Requires  considerable  ability  and  skill  to:   make  careful  and 
correct  analyses  and  evaluations  as  a  basis  for  the  preparation  of 
complete,  accurate  and  logical  reports  and  recommendations;  deal 
courteously,  effectively  and  tactfully  with  department  heads,  super- 
visors, employees  and  persons  at  all  levels  of  government;  plan, 
supervise  and  review  the  work  of  a  subordinate  staff  engaged  in  such 
activities. 

PROMOTIVE  LINES: 

To:  General  Manager,  Personnel 

From:   Principal  Personnel  Analyst 


CUSS  TITLE:   ASSISTANT  SECRETARY,  CIVIL  SERVICE  CODE:   1281* 

COMMISSION 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  administrative  direction,  acts  as  secretary  to  the 
civil  service  commission;  supervises  and  conducts  the  general  business 
office  and  clerical  activities  of  the  civil  service  department  in 
relieving  the  general  manager  of  various  administrative  details,  and 
performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   coordinating  and 
executing  existing  policies,  rules  and  regulations,  methods  and  pro- 
cedures applicable  to  commission  and  department  matters;  making  regular 
contacts  with  the  general  public,  applicants,  employees,  persons  in 
other  departments,  representatives  of  outside  organizations,  commission 
members  and  other  high  level  officials  in  furnishing  or  obtaining 
information  or  explaining  specialized  matters,  procedures,  rules  and 
regulations;  preparation  and  maintenance  of  important  records  of 
commission  meetings  and  related  reports,  documents  and  files  of 
proceedings. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  secretary  to  the  civil  service  commission;  attends 
regular  and  special  meetings;  records  minutes  and  proceedings  and 
subsequently  directs  the  transcription  of  such  records,  as  required; 
carries  out  the  rulings  and  decisions  of  the  commission  by  corre- 
spondence and  other  means,  including  implementing  of  directives  from 
the  commission  to  the  general  manager. 

2,  Assists  the  general  manager  in  the  conduct  of  the  general 
business  of  the  department;  prepares  memoranda  and  correspondence; 
relays  instructions  to  staff  members;  interviews  persons  calling  at 
the  general  office. 

3-  Assists  the  general  manager  in  preparing  the  departmental 
budget  estimates  on  the  basis  of  detailed  information  collected  from 
various  supervisory  subordinates  and  unit  heads;  subsequently  maintains 
control  of  expenditure  authorisations  within  limits  of  budgetary 
appropriations;  issues  requisitions  for  personal  services,  materials, 
supplies  and  equipment. 

h.     Exercises  responsibility  for  analyzing  criminal  history  of 
employees  as  evidenced  by  fingerprint  and  other  records  in  order  to 
determine  possible  falsification  of  applications;  interviews  indi- 
viduals regarding  falsification  of  applications;  prepares  reports  for 
the  general  manager  as  circumstances  warrant;  exercises  independent 
/judgment  in  excusing  employees  in  cases  where  records  or  falsifications 
do  not  appear  to  warrant  formal  action. 

5.   Conducts  exit  interviews  with  employees  separated  from  the 
service  through  resignation  or  termination;  makes  reports  and  recom- 
mendations to  the  general  manager;  authorizes  the  return  of  certain 
names  to  limited  tenure  position  lists  where  circumstances  appear  to 
warrant  such  action;  authorizes  temporary  employment  of  eligibles 
found  to  be  physically  disqualified  for  permanent  employment. 


CLASS  TITLE:   ASSISTANT  SECRETARY.  CIVIL  SERVICE  CODE:   128U 

COMMISSION  ( continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  colleg 
or  university ^  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  personnel  administration,  or  business  administration. 

Requires  at  least  eight  years  of  experience  in  an  important  office 
supervisory  or  administrative  secretarial  position,  at  least  two  years 
of  which  shall  have  been  in  an  important  responsible  capacity  with  a 
large  private  organization  or  public  jurisdiction,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
basic  laws,  charter  provisions,  ordinances  and  commission  rules  and 
regulations  concerning  personnel,  recruitment  and  management;  general 
office  and  business  activities,  including  purchasing,  accounting  and 
public  relations;  secretarial  duties  and  responsibilities  in  serving 
the  civil  service  commission. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Senior  Personnel  Technician  -  Tests  and  Measurements 
Senior  Personnel  Analyst 


CLASS  TITLE:   PERSONNEL  DIRECTOR,  IN-SERVICE  ACTIVITIES    CODE:   1288 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  responsibility 
for  developing  and  administering  the  in-service  personnel  program, 
including  training,  service  ratings,  employee  relations,  discipline, 
morale,  safety,  counseling:  also,  problems  dealing  with  separation 
and  turnover,  review,  preparation  and  enforcement  of  rules  and  regu 
lations;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating  and  executing 
policies,  methods  and  procedures  in  connection  with  in-service  training, 
personnel  rating  and  other  activities;  achieving  considerable  economies 
through  development  of  efficient  in-service  training,  rating,  safety 
and  other  personnel  management  programs;  continuing  contacts  with 
emrlcyees,  representatives  of  employee  organizations  and  groups  and 
various  educational  and  training  sources  in  planning  and  directing 
various  programs;  directing  the  preparation  and  maintenance  of  impor- 
tant in-service  training,  personnel  rating,  safety  and  other  technical 
and  specialized  records, 

EXAMPLES  OF  DUTIES: 

1.  Exercises  responsibility  for  the  planning,  development, 
installation  and  maintenance  of  in-service  personnel  programs  involv- 
ing an  employee  evaluation  system,  the  establishment  of  individual 
performance  standards  and  an  overall  in-service  training  program. 

2.  Directs  and  supervises  research  programs  necessary  for 
establishing  basic  criteria  and  for  the  validation  and  continual 
improvement  of  these  programs;  supervises  the  maintenance  of  satisfac- 

'orking  relationships  with  various  operating  agencies  in  formulat- 
ing, constructing  and  administering  different  aspects  of  the  programs. 

3.  Directs  in-service  activities  toward  development  and  mainten- 
ance of  programs  concerned  with  employee  relations,  discipline,  morale, 
safety,  counseling,  leaves  of  absence,  separation  and  turnover,  medical 
examinations,  sick  leaves  and  other  fringe  benefits;  also,  merit  awards, 
suggestion  systems,  grievance  procedures  and  attitude  of  employee 
surveys . 

h.     Exercises  responsibility  for  the  preparation  and  review  of 
amendments  to  rules  of  the  civil  service  commission  and  for  review  of  all 
legislation  effecting  operations  of  the  civil  service  department. 

5.  Deals  with  specialized  problems  in  connection  with  position 
classification,  salaries  and  wages;  also,  with  various  phases  of 
examination  procedures. 

6.  As  requested  by  the  general  manager,  gives  information  con- 
cerning interpretation  of  regulations  governing  the  operation  of  the 
civil  service  department;  assumes  responsibility  and  acts  in  the 
capacity  of  the  general  manager  during  his  absence. 

MINIMUM  QUALIFICATIONS: 


CLASS  TITLE:   PERSONNEL  DIRECTOR,  IN-SERVICE  ACTIVITIES    CODE:   1288 
( continued) 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  public  and  personnel  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  ten  years  of  experience  in  progressively 
responsible  personnel  administration  work,  at  least  two  years  of 
which  shall  have  been  in  an  important  supervisory  and  administrative 
capacity^  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  theoretical 
and  working  knowledge  of  personnel  administration  techniques;  applicable 
"barter  and  ordinance  provisions,  civil  service  rules  and  regulations. 

Requires  the  exercise  of  initiative,  ingenuity,  independent  analyses 
and  judgment  of  specialized  personnel  administration  and  practices 
applicable  to  in-service  training  and  employee  rating. 

Requires  supervisory  ability  in  assuming  charge  of  an  important 
subdivision  of  a  large  personnel  administration  organization  and  in 
developing  and  maintaining  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:   General  Manager,  Personnel 

From:   Chief  Personnel  Analyst,  or 

Director  of  Classification  and  Pay,  or 
Director  of  Recruitment  and  Examinations 


CLASS  TITLE:  GENERAL  MA<:       ::SONNEL  CODE:   1292 

CHARACTERISTICS  OF  THE  CLASS; 

Subject  to  administrative  approval,  exercises  complete  responsibility 
fcr  the  administration  of  the  civil  service  department  in  accordance  with 
basic  legal  provisions  and  the  policies,  rules,  regulations  and  actions 
of  the  civil  service  commission;  administers  the  examination  program 
including  recruitment  of  qualified  personnel;  direct-  the  maintenance 
of  a  sound  classification  plan  for  all  positions  designated  by  charter 
and  the  administration  of  an  adequate  salary  plan;  is  responsible  for 
in-service  training  and  service  rating  of  all  employees;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for;   coordinating  and  executing 
all  civil  service  policies,  actions,  rules,  regulations,  methods  and 
procedures;  achieving  widespread  economies  and/or  preventing  widespread 
losses  through  efficient  management  of  civil  service  recruitment, 
classification,  examination  and  salary  determinations  which  effect  the 
entire  city  and  county  employment  organization;  making  continuing  contacts 
to  establish  and  maintain  good  employee  and  public  relations,  frequently 
involving  difficult  negotiations,  presentations  and  interpretation  of 
policies,  rules  and  regulations;  also  with  administrative  officials, 
representatives  of  employee  groups  and  others  concerned;  directing  the 
preparation  and  maintenance  of  important  detailed  personnel  and  salary 
records  effecting  employees  of  all  departments  and  institutions  and  for 
reviewing  reports  on  specialized  and  technical  personnel  matters,  drawing 
conclusions,  and  making  decisions  or  recommendations. 

EXAMPLES  OF  DUTIES; 

1.  Acts  as  appointing  officer  for  the  civil  service  commission; 
exercises  responsibility  for  initiating  the  development  of  personnel 
policies  and  n       ■■.•commendations  for  amendments  and  improvements,  as 
may  be  indicated. 

2.  Represents  the  commission  and  advocates  its  policies  before 
executive,  legislative  and  judicial  groups;  also,  before  various  public 
officials,  civic  groups  and  organizations. 

3.  Directs  the  activities  of  all  personnel  in  the  civil  service 
department  including  their  appointment,  discipline  and  removal. 

h.     Prepares  annual  budget  estimates  for  the  department,  including 
worK  programs. 

5.  Directs  the  operations  of  the  department  to  assure  highest 
efficiency  and  best  performance,  including  the  purchase  and  use  of 
modern  machines  and  equipment  and  the  application  of  modern  techniques 
to  recruitment,  examining  and  related  record  maintenance  procedures. 

6.  Directs  and  participates  in  the  preparation  of  contractual 
agreements  related  to  the  evaluation  of  services  performed  by  the 

civil  service  department  as  well  as  any  other  matters  subject  to  contractual 
arrangements. 

7.  Directs  and  participates  in  the  preparation  of  proposed  legis- 
lation relating  to  personnel  matters  and  its  submission  to  the  legis- 
lative body  for  consideration  and  action;  assumes  responsibilities  of 
the  secretary  of  the  civil  service  commission. 


CLASS  TITLE:   GENERAL  MANAGER,  PERSONNEL  (continued)        CODE:   1292 

8.  Directs  the  development  and  maintenance  of  a  sound  classification 
plan  for  all  positions  in  the  classified  service  and  is  responsible  for 
the  administration  of  an  appropriate  salary  plan  based  on  the  compilation, 

recording  and  approval  of  salary  and  wage  data;  directs  the  administra- 
tion of  the  examination  program  including  the  recruitment  of  qualified 
personnel,  and  establishment  of  standards  of  education  and  experience. 

9.  Directs  and  supervises  in-service  activities,  including  service 
rating,  in-service  training,  discipline,  safety  and  other  modern  personnel 
techniques. 

10.  Directs  and  supervises  activities  relating  to  the  notification 
and  certification  of  eligibles  on  civil  service  lists. 

11.  Supervises  and  is  responsible  for  the  auditing  and  approval 
of  all  department  timerolls  to  determine  their  conformity  with  charter 
provisions,  civil  service  commission  regulations  and  other  legal  require- 
ments. 

12.  Subject  to  approval  of  the  civil  service  commission,  exercises 
responsibility  for  the  determination  of  status  rights  of  employees  who 
may  be  taken  into  the  civil  service  system  by  charter  amendment  or  as 

a  result  of  classification  surveys  or  individual  classification  studies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  and  personnel  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  twelve  years  of  experience  in  progressively  re- 
sponsible personnel  administration  work,  at  least  five  years  of  which 
shall  have  been  in  an  important  administrative  or  supervisory  capacity, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  technical 
and  working  knowledge  of:   personnel  administration  techniques,  organ- 
ization and  management  problems  and  the  exercise  of  exceptional  initiative, 
ingenuity,  independent  analyses  and  judgment  of  highly  specialized 
civil  service  and  personnel  matters  and  problems;  applicable  charters 
and  ordinance  provisions;  considerable  knowledge  of;   budgetary  procedure. 

Requires  demonstrated  administrative,  organizational  and  super- 
visorial ability  to  organize  and  direct  all  activities  of  a  large  depart- 
ment of  personnel  administration  and  the  ability  to  develop  and  maintain 
good  employee  and  public  relations. 

PROMOTIVE  LIMES: 

To:   No  normal  lines  of  promotion 

From:  Personnel  Director  -  In-Service  Activities 
Director  of  Recruitment  and  Examinations 
Director  of  Classifications  and  Pay 


SS  TITLE:  USHER,  MAYOR'S  OFFICE  CODE:  1302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  serves  as  usher  to  persons  visiting  the  mayor's 
office;  and  performs  related  duties  as  required. 

Nature  of  work  requires  responsibility  for  making  frequent  contacts 
with  visiters  to  the  mayor's  office. 

EXAMPLES  OF  DUTIES: 

1.  Meets,  escorts  and  attends  visitors,  dignitaries  and  other  per- 
sons being  received  by  the  mayor;  announces  visitors  to  the  mayor;  accom- 
panies mayor  to  meetings  and  functions  in  and  around  the  city  hall  as  oc- 
casions may  require. 

2.  Prepares  physical  arrangements  in  the  mayor's  office  for  meetings, 
photographers,  receptions  and  other  functions. 

3.  Performs  routine  office  clerical  work  including  acting  as  messenger, 
distributing  mail,  mimeographing  stencils  and  other  miscellaneous  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  one  year  of  general  clerical  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of:  city 
government  organization;  the  operations  of  the  various  departments;  rou- 
tine clerical  and  office  operations. 

Requires  considerable  ability  to  meet  and  deal  with  the  public  in  a 
tactful  and  pleasing  manner. 

PROMOTIVE  LINES: 

To:   Clerk. 

From:     Original  entrance   examination. 


CLASS  TITLE:   PUBLIC  RELATIONS  ASSISTANT  CODE:   1310 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  compiles  and  disseminates  publicity  and 
public  information  material  through  press  releases,  correspondence  and 
memoranda  for  all  departments  under  the  public  utilities  commission; 
assembles  material  for  files;  assists  in  the  preparation  of  public  in- 
formation and  publicity  reports;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:   following  established  procedures, 
policy  and  methods  in  the  dissemination  or  transmittal  of  publicity 
and  public  information  materials;  making  regular  contacts  with  the  gen- 
eral public,  persons  in  other  departments,  outside  organizations  and 
representatives  for  the  purpose  of  furnishing  or  obtaining  a  large  var- 
iety of  publicity  and  public  relations  information,  explaining  services 
and  activities  of  the  public  relations  bureau  and  maintaining  good  pub- 
lic relations  for  the  public  utilities  commission;  gathering,  preparing 
and  maintaining  a  variety  of  public  information  and  publicity  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  public  relations  or  publicity  releases  from  rough 
drafts  or  from  directions  of  the  supervisor;  types  correspondence, 
press  releases,  memoranda,  reports,  surveys,  speeches,  schedules,  peti- 
tions, resolutions,  radio  and  television  spot  announcements. 

2.  Clips  newspaper  items;  assembles  and  files  clippings  of  inter- 
est to  the  public  relations  bureau. 

3.  Files  correspondence,  memoranda  and  other  written  material  by 
subject  matter;  mails  pamphlets,  booklets  and  other  material  to  inter- 
ested parties. 

h-  Indexes  matters  pertaining  to  utility  activities  appearing  on 
board  of  supervisors  calendar  and  distributes  them  to  other  members  of 
the  staff. 

5.  Assists  in  the  preparation  of  annual  reports,  pamphlets  and 
other  reports  pertinent  to  utility  activities  by  compiling,  gathering, 
typing,  proofreading  and  transmitting  instructions  as  to  make-up. 

6.  Assists  in  arranging  for  and  taking  part  in  special  activities 
such  as  retirement  ceremonies,  contests,  parades,  conferences;  compiles 
expenses  having  to  do  with  special  trips  for  public  relations  bureau. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  one  year  of  experience  performing  gen- 
eral office  or  secretarial  duties  in  the  publications  or  public  relations 
field;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  working  knowledge 
of  the  techniques  used  in  preparing  and  disseminating  publicity  and  pub- 
lic information  material;  the  use  of  a  variety  of  public  relations  media 
sources. 


CLASS  TITLE:   PUBLIC  RELATIONS  ASSISTANT  (continued)        CODE:   1310 

Requires  typing  skill  and  ability  to  deal  courteously,  effectively 
and  tactfully  with  the  general  public  and  outside  organizations  and 
groups. 

PROMOTIVE  LINES: 

To:   Public  Information  Officer 

From:   Original  entrance  examination 


CUSS  TITLE:   PUBLIC  INFORMATION  OFFICER  CODE:   1312 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  administers  a  public  information  program  for  the 
recreation  and  park  department  for  educating  the  general  public  in  the 
uses  and  availability  of  recreation  and  park  facilities  and  activities; 
prepares  administrative  and  research  studies  as  a  basis  for  formulation 
of  public  information  policy  and  makes  recommendations  thereon;  attends 
meetings  and  conferences;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
coordinating  existing  policy,  methods  and  procedures  relating  to 
publicizing  of  recreation  and  park  facilities  and  in  assisting  in 
originating  and  developing  them;  making  regular  contacts  with  the 
general  public,  outside  organizations  and  representatives  for  the 
purpose  of  furnishing  or  obtaining  information  or  explaining  policy 
and  procedures  relative  to  facilities  and  activities  available  for 
public  use;  accumulating,  assembling  and  preparing  data  or  information 
for  important  reports. 

EXAMPLES  OF  DUTIES: 

1.  Arranges  publicity  releases  and  newspaper  coverage  of  recrea- 
tion and  park  events  with  the  daily  press,  television  stations  and  the 
department's  photographer;  prepares  weekly  chronological  lists  of 
departmental  activities  and  transmits  tc  air  publicity  outlets. 

2.  Supervises  the  review  of  newspapers  and  maintains  a  file  of 
press  clippings  regarding  recreation  and  park  activities. 

3.  Prepares  administrative  studies  and  reports  with  supporting 
data  for  the  general  manager  or  for  the  commission,  as  directed, 

and  does  considerable  historical  research  in  connection  with  prepara- 
tion of  reports  on  activities  and  events  in  answering  of  many  in- 
quiries. 

h-      Attends  meetings  of  the  commission,  executive  staff  and 
conferences  with  professional  societies;  reports  to  the  general  manager 
regarding  the  liscussions  involved  at  each  meeting  or  conference. 

5.  Formulates  and  develops  a  program  of  public  information  and 
education  on  the  use  of  recreation  and  park  facilities  by  selecting, 
preparing  and  distributing  publicity  releases  through  all  available 
media;  prepares  departmental  directories  and  maintains  publicity 
mailing  lists  and  other  specialized  mailing  lists, 

6.  Consults  with  the  general  manager  and  others  regarding  immedi- 
ate and  long-range  publicity  and  public  information  plans  and  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  univeristy,  with  a  baccalaureate  degree,  preferably  with 
major  course  work  in  journalism. 

Requires  at  least  three  years  of  experience  in  editorial,  news- 
paper or  publicity  work;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   PUBLIC  INFORMATION  OFFICER  (continued)       CODE:   1312 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
recreation-and  park  activities  and  programs;  principles  and  techniques 
used  in  the  conduct  of  an  effective  public  information  and  publicity 
program  for  a  large  department  or  agency. 

Requires  some  creative  ability,  skill,  resourcefulness  and  dis- 
criminating judgment:  in  the  analyses  of  public  information  problems 
and  selection  of  the  proper  medium  for  the  most  effective  coverage  of 
functions  and  activities  of  the  recreation  and  park  department;  to 
deal  courteously,  effectively  and  tactfully  with  others;  write 
effectively  for  publication. 

PROMOTIVE  LINES: 

To:  Public  Relation  Officer 

From:  Publicity  Representative  (De  Young  Museum) 


CUSS  TITLE:   PUBLIC  RELATIONS  OFFICER  CODE:   131U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  coordinates  and  supervises  a  complete 
public  relations  program  for  a  large  utility  organization,  including 
the  preparation  and  dissemination  of  publicity  and  public  informa- 
tion material,  the  processing  of  complaints  and  the  conduct  of  public 
relations  activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing  and  inter- 
preting policy,  methods  and  procedures  relating  to  the  conduct  of  a 
complete  public  relations  program  for  a  large  department  or  utility; 
making  continuing  personal  contacts  with  employees,  representatives 
of  outside  organizations  and  groups  and  persons  of  considerable  rank 
in  establishing  and  maintaining  a  good  public  relations  program  in- 
volving discussion,  explanation  and  interpretation  of  policies,  rules 
and  regulations;  accumulating,  assembling  and  preparing  data  or  in- 
formation for  important  publicity  or  public  information  reports  and 
selecting  the  proper  publicity  media  for  the  most  effective  and 
complete  coverage  from  a  public  rslations  standpoint. 

EXAMPLES  OF  DUTIES: 

1.  Gives  information  and  issues  releases  to  the  press,  television, 
radio,  magazines,  trade  publications  and  other  msdia  of  public  communi- 
cation relative  to  public  utility  matters. 

2.  Answers  questions  and  requests  presented  by  the  press,  tele- 
vision, radio,  magazines,  trade  publications  and  other  public  communi- 
cations media  arid  by  various  organizations  and  individuals;  arranges 
dates  for  conducted  tours  of  utility  properties  by  the  press,  visiting 
dignitaries,  organizations,  schoo]  classes  and  the  general  public. 

3.  Speaks  on  utility  operations  and  activities  before  civic 
groups,  service  clubs  and  other  organizations  to  explain  activities 
and  services  of  a  specific  utility. 

U.   Investigates  complaints  received  concerning  a  utility  opera- 
tion and  refers  to  proper  department  head;  recommends  corrections, 
solutions  or  improvements  in  such  activities  and  prepares  replies  to 
all  such  correspondence  for  the  manager's  approval, 

5.  Coordinates,  with  various  utility  divisions  and  bureaus, 
steps  and  procedures  necessary  to  enable  motion  picture  companies, 
television  units,  magazine  and  newspaper  photographer:?  to  prepare 
special  sequences,  publicity  s  ills,  advertising  tie-ins  and  civic 
promotional  events. 

6.  Conducts  a  continuing  employee  relations  program. 

7.  Prepares,  supervises  and  edits  utility  informational  pamphlets 
and  secures  cooperation  of  proper  media  for  distribution;  supervises 
and  arranges  for  art,  photography,  and  copy  to  be  furnished  journalists, 
magazine  editors,  trade  journals,  newspapers;  develops  special  copy 

and  pictures  when  needed. 

8.  Supervises  and  participates  in  the  handling  of  general  in- 
formation requests  including  requests  for  odd  facts  pertaining  to 
specific  information  of  hum?   interest,  accidents  or  unusual  events. 

9.  Assists  in  preparing  material  for  t.ie  annual  public  utilities 
commission  report;  arranges  conferences  for  the  public  utilities 


CLASS  TITLE:   PUBLIC  RELATIONS  OFFICER  (continusd)        CODE:   13H 

commissioners  with  publishers,  editors,  County  and  municipal  officials  and 
representatives  of  private  groups  in  connection  with  matters  involving 
various  utilities. 

10.   Assists  in  prt paring  information  and  arranging  inspection 
tours  for  the  grand  juxy;  represents  the  director  at  meetings  of  the 
public  utilities  comuission  to  cooperate  with  and  assist  the  press  in 
coverage  of  the  meetf.ng. 

11   Assists  In  arran/ing  retirement  ceremonies,  preparing  for 
conventions  and  oi/ner  pro;  rot  tonal  activities  concerning  the  utilities, 
such  as  dedications  of  netj  installations,  open  house  events,  public 
and  press  tours  and  special  occasions. 

12.  Arranges^  controls  and  coordinates  pross  activities  in  connec- 
tion with  arrivals  and  departures  of  visiting  dignitaries  and  other 
individuals  and  groups  that  are  considered  newsworthy. 

13.  Cooperates  with  air  carriers  served  by  the  airport  utility 
and  concessionaires  whenever  they  request  information,  service  or 
privileges  of  a  public  relations  nature. 

lit.   Receives  mail  and  telephone  complaints  from  citizens  regard- 
ing noises,  inconveniences  and  hazardous  airport  operations;  report:? 
complaints  to  the  marager  of  the  airport  and  transmits  them  to  the 
proper  authority  for  investigation;  advises  complainants  of  action 
taken. 

MINIMUM  QUALIFICATIONS: 

Training  and  Erp;rie:ice :   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  journalism  or  a  related  field. 

Requires  at  lea.st  four  years  of  expt-ritnce  in  any  combination  of 
editorial,  newspaper,  radio  and  television  or  publicity  work;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  considerable  know- 
ledge of:   the  operating  policies  and  procedures  of  the  utility 
department  served;  the  principles,  procedures  and  tschniques  in 
conducting  a  modern  and  effective  public  relations  urogram  for  a 
large  department  or  agency. 

Requires  creative  ability,  skill,  resourcefulnt ss  and  dis- 
criminating judgment  in  bh-3  analysis  and  solution  ol  difficult  and 
technical  public  relations  problems. 

Requires  ability  to:   get  along  well  with  others;  speak  effec- 
tively in  public;  prepare  romplete,  accurate,  concise  public  rela- 
tions data  and  materials;  .-elect  the  proper  medium  for  the  most 
effective  news  coverage. 

PROMOTIVE  LINES: 

To;  Public  ServJ        or,  Mayor1    Tice 

From:  Public  Informal 


CLASS  TITLE:  PUBLICITY  REPRESENTATIVE  (DE  YOUNG  MUSEUM)   CODE:  1320 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  prepares  news  and  special  interest  releases  con- 
cerning museum  activities;  establishes  and  maintains  ar.  effective 
liaison  between  the  museum  and  the  various  media  of  public  communication; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out,  developing  and  coor- 
dinating the  museum's  publicity  program.  Nature  of  work  involves  regular 
contact  with  representatives  of  newspapers  and  radio  and  television 
stations;  requires  independent  responsibility  for  the  maintenance  of 
up-to-date  publicity  files  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  the  director  and  his  staff  and  writes  news  releases 
covering  the  museum's  loan  exhibitions,  one-man  and  group  shows  and 
traveling  exhibitions  of  paintings,  decorative  arts  and  oriental  art, 
new  acquisitions,  lectures,  art-in-action  demonstrations,  art  classes  and 
new  appointments  to  the  staff  or  board  of  trustees. 

2.  Alerts,  by  letter  or  phone  call,  the  different  newspaper 
departments  (city  desk,  social  pages,  women's  page,  columnists,  book 
reviews,  sunday  section  as  well  as  art  sections)  when  copy  angles 
present  themselves  and  prepares  such  copy  to  meet  their  needs,  as 
requested. 

3.  Alerts  by  letter,  all  art,  craft  or  special  interest  publications 
when  announcements  lend  themselves  to  coverage  by  such  publications; 
writes  special  news  and  feature  stories  for  the  home-town  papers  of 
exhibiting  artists;  writes  public  service  announcements  for  radio  and 
television  use  and  supplies  effective  visual  material  for  television 
releases. 

U.  Prepares  posters  and  other  special  meterials  for  display  in 
private  and  public  buildings;  compiles  "wall  histories"  explaining  to  the 
visiting  public  the  exhibitions  on  view;  compiles  the  museum's  staff 
magazine. 

5.  Attends  museum  functions  to  assist  photographers  and  the  working 
press  to  cover  such  events  more  effectively. 

6.  Maintains  an  up-to-date  publicity  file  and  mailing  list  to 
select  and  coordinate  publicity  media  for  an  effective  and  complete 
coverage  of  museum  activities. 

MINIMUM  QUALIFICATIONS: 

?raining  and  Experience:  Requires  completion  of  a  four-year  college 
or  university  with  a  baccalaureate  degree  with  major  course  work  in 
journalism. 

Req  ir  s  two  years  of  experience  in  the  preparation  and  distribu- 
tion of  publicity  through  the  means  of  press,  radio  and  television,  or 
an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   PUBLICITY  REPRESENTATIVE  (DE  YOUNG  MUSEUM)   CODE:  1320 
(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
the  principles  of  conducting  an  effective  publicity  program;  public 
information  channels  and  methods  of  distributing  news  through  these 
channels;  the  principles  and  techniques  of  writing  news  releases, 
feature  articles  and  television  and  radio  spot  announcements;  works  of 
art  and  art  exhibitions. 

Requires  ability  to:  write  effectively;  maintain  effective  service 
under  the  pressure  of  seasonal  work  peaks;  foresee  and  meet  necessary 
deadlines  in  planning  and  arranging  publicity  prdgrams;  establish 
and  maintain  harmonious  and  effective  working  relationships  with 
representatives  of  the  various  media  of  public  communication. 

Requires  skill  in  the  application  of  professional  journalistic 
methods  and  procedures. 

PROMOTIVE  LINES: 

To:  Public  Information  Officer 

From:  Public  Relations  Assistant 

Original  entrance  examination 


CUSS  TITLE:  CONSUMER  RELATIONS  REPRESENTATIVE  CODE:   1330 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  various  duties  in  the  consumer  rela- 
tions unit  of  the  water  department  commercial  division  concerned 
principally  with  the  processing  of  numerous  complaints  and  requests 
for  improvement  of  water  services  and  adjustments  of  consumer  accounts, 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
rules,  regulations,  rate  schedules,  operating  methods  and  procedures 
regarding  consumer  water  services]  achieving  minor  economies  and/or 
preventing  minor  losses  through  the  skillful  handling  of  various 
complaints  and  requests  and  the  judicious  adjustment  of  consumer  accounts] 
making  regular  contacts  with  the  general  public,  consumers,  consumer 
representatives  and  employees  in  other  departments,  in  furnishing  or 
obtaining  information  or  explaining  specialized  matters  and  procedures; 
preparing  and  maintaining  operating,  financial  and  technical  information 
relating  to  consumer  water  services.  Nature  of  work  requires  normal 
physical  effort  and  manual  dexterity  involving  very  little  or  no  health 
and  accident  hazards  or  exposure  to  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Discusses  specific  matters  with  individual  consumers  or  their 
representatives  by  telephone,  over-the-counter  or  by  mail,  including 
all  matters  pertaining  to  high  bills,  average  bills,  estimated  bills, 
low  bills,  and  other  problems;  explains  reasons  or  circumstances  for 

such  billings  and  gives  details  of  inspection  made  and  conclusions  arrived 
at;  initiates  any  subsequent  actions  required. 

2.  Prepares  field  inspectors'  instructions  as  to  nature  of  problem, 
inspections  to  be  made  at  premises  and  any  other  pertinent  information 
to  assist  in  investigations, 

3.  Prepares  replies  to  consumers  in  conjunction  with  inspectors' 
reports  of  findings;  subsequently  reviews  field  book  entries  to  correct 
discrepancies  and  issue  corrected  bills;  prepares  required  transfer 
vouchers  to  correct  Consumer  accounts. 

U.  Encourages  repairs  of  defective  plumbing  and  fixtures  by  consumers 
in  order  to  assure  that  excessive  water  bills  will  not  continue  and 
grants  allowances  if  such  repairs  are  promptly  completed;  prepares  such 
allowances  for  compliance  and  initiates  necessary  adjustments  in  meter- 
read  field  books  and  consumer  accounts  to  reflect  adjustments  made. 

5.  Enters  turn-on  orders  for  new  consumers  on  appropriate  individual 
accounts  records  and  in  respective  meter-read  field  books  in  preparation 
for  subsequent  reading  and  billing. 

6.  Performs  a  number  of  related  clerical  duties  such  as:   entering 
pertinent  complaint,  leak,  and  repair  in  field  books;  filing  complaint, 
leak  and  repair  reports;  preparing  office  bills  for  consumers  calling 

at  public  counter;  posting  information  to  consumer  master  cards,  and 
other  miscellaneous  tasks. 


CLASS  TITLE:   CONSUMER  RELATIONS  REPRESENTATIVE  CODE:   1330 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  including  or  supplemented  by  commercial  or  business  courses. 

Requires  at  least  six  years  of  experience  in  various  water 
department  clerical,  inspectional  and  business  operations;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge 
of:  water  department  rules,  regulations  and  rates;  the  water  distribu- 
tion system;  various  types  of  consumer  services  and  related  meter  reading 
and  billing  procedures . 

Requires  skill  and  ability  to  deal  in  a  friendly  and  cooperative 
manner  with  individual  consumers,  frequently  in  regard  to  complaints 
of  services  or  requests  for  billing  adjustments. 

PROMOTIVE  LINES: 

To:  Consumer  Relations  Supervisor 

From:  Water  Services  Clerk 


CLASS  TITLE:  CONSUMER  RELATIONS  SUPERVISOR  CODE:  1332 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  exercises  responsible  charge  of  the 
activities  dealing  with  consumer  relations,  complaints,  services  and 
billing  adjustments,  requiring  a  thorough  knowledge  of  the  water 
department's  field,  operational  and  office  procedures;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  department  rules,  regulations,  rate  schedules,  and  related 
field  and  office  procedures;  achieving  moderate  economies  and/or 
preventing  moderate  losses  through  enforcement  of  the  application  of 
existing  rules,  regulations  and  provisions  regarding  consumer  services, 
billings,  and  adjustments;  making  contacts  with  the  general  public, 
other  departments,  consumers  and  consumer  representatives  for  the  pur- 
pose of  furnishing  or  obtaining  specific  information  on  water  services 
and  billings;  gathering,  checking,  reviewing  and  approving  detailed 
operational  and  financial  data,  forms  and  reports  dealing  with  consumer 
water  services  and  billing  adjustments.  Nature  of  work  requires  normal 
physical  effort  and  manual  dexterity  with  very  little  accident  and 
health  hazards  or  exposure  to  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  responsible  charge  for  the  work  assignment  and 
supervision  of  a  number  of  consumer  relations  representatives  and 
auxiliary  and  office  and  field  personnel;  provides  necessary  in-service 
training  of  employees  in  accordance  with  established  policies,  pro- 
cedures and  methods;  observes,  checks  and  reviews  individual  work 
performance. 

2.  Issues  orders  and  special  instructions  to  outside  inspectors  and 
servicemen  regarding  investigations  to  be  made  on  consumer's  premises; 
evaluates  inspection  reports;  explains  findings  to  consumers  by  corres- 
pondence or  telephone;  makes  allowances  and  adjusts  water  bills,  when 
indicated. 

3.  Advises  consumers  on  various  problems  connected  with  water 
usage,  such  as  when  bills  are  higher  than  normal,  poor  water  supply, 
defective  quality  of  water,  leakage  and  seepage,  noisy  water  pipes, 
excessive  pressure,  and  other  similar  matters. 

1*.  Explains  water  department  policies,  rules  and  regulations  to 
consumers;  is  responsible  for  making  changes  in  procedural  methods  in 
dealing  with  consumers;  recommends  policies  and  procedural  changes  in 
other  sections  when  investigation  indicates  such  changes  could  improve 
consumer  relations  or  departmental  operations. 

MINIMUM  QUALIFICATIONS: 

"raining  and  Experience:   Requires  completion  of  four  years  of 
high  school,  including  or  supplemented  by  commercial  or  business  courses. 
Requires  at  least  eight  years  of  experience  in  various  water  depart- 
clerical,  inspectional  and  business  operations,  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   CONSUMER  RELATIONS  SUPERVISOR  (continued)     CODE:   1332 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
water  department  rules,  regulations  and  rates;  the  water  distribution 
system;  various  types  of  consumer  services  and  related  meter  reading  and 
billing  procedures. 

Requires  skill  and  ability  to:  deal  in  a  friendly  and  cooperative 
manner  with  individual  consumers,  frequently  in  regard  to  complaints 
of  services  or  requests  for  billing  adjustment;  organize  and  direct  the 
work  of  a  number  of  subordinates  performing  similar  duties. 

PROMOTIVE  LINES: 

To:    Commercial  Division  Assistant  Manager 

From:  Consumer  Relations  Representative 


CLASS  TITLE:  PUBLIC  RELATIONS  BUREAU  DIRECTOR  CODE:   13UO 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers  the  publicity  and 
public  relations  program  for  all  departments  under  the  jurisdiction  of 
the  public  utilities  commission;  exercises  general  supervision  and  direc- 
tion over  a  small  group  of  public  relations  officers  and  clerical  assis- 
tants engaged  in  the  preparation  and  dissemination  of  publicity  and  pub- 
lic relations  material;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  originating,  developing,  interpreting, 
coordinating,  and  executing  all  policies,  procedures  and  regulations  cover- 
ing the  administration  of  a  public  relations  program  for  the  public  utilities 
commission;  dealing  with  many  people  of  considerable  rank,  organizations 
and  groups  in  establishing  and  maintaining  good  public  relations  by  dis- 
cussing, explaining  and  interpreting  policies,  rules,  regulations  and  proO 
cedures;  supervising  the  compilation  and  dissemination  of  important  and 
specialized  public  information  and  publicity  records  and  reports  in  con- 
nection with  the  administration  of  a  public  relations  program. 

EXAMPLES  OF  DUTIES : 

1.  Directs  and  coordinates  the  public  information  and  publicity 
program  for  the  departments,  bureaus  and  services  of  the  public  utilities 
commission. 

2.  Advises  the  public  utilities  commission,  the  manager  of  utilities 
and  department  and  bureau  heads  on  public  relation  matters,  including  items 
of  a  public  service  nature,  for  inclusion  in  departmental  budget  estimates. 

3.  Represents  the  commission, manager  of  utilities  and  department 
heads  in  dealing  with  communications  media,  such  as  press,  television  and 
radio,  in  San  Francisco  and  neighboring  counties  which  are  affected  by 
the  operations  of  the  utilities  departments. 

k-     Directs  and  coordinates  the  customer  relations  and  public  infor- 
mation program,  involving  answers  to  complaints  and  inquiries  as  to  ser- 
vices and  other  pertinent  matters. 

5.  Supervises  the  preparation  of  information  on  publications,  in- 
cluding the  annual  report  of  the  public  utilities  commission  and  such  other 
reports  and  data  as  may  be  required  for  the  information  of  the  general 
public. 

6.  Supervises  the  preparation  of  all  exhibits  and  special  events; 
prepares  or  supervises  the  preparation  of  press  releases;  assists  the 
press  with  news  and  feature  coverage  of  utilities;  explains  utility  policy 
and  operations  to  representatives  of  outside  organizations  and  groups. 

7.  Prepares  speeches  for  the  manager  of  utilities  and  the  president 
of  the  commission;  arranges  conferences  for  the  commission  with  publishers 
and  editors,  county  and  municipal  officials,  and  representatives  of  elec- 
tric and  water  utility  districts;  organizes  and  conducts  inspection  tours 
of  the  various  utilities  by  the  press,  grand  jury  and  other  interested 
groups. 


CLASS  TITLE:   PUBLIC  RELATIONS  BUREAU  DIRECTCR  CODE:   13UO 

8.  Advises  the  manager  of  utilities  on  matters  affecting  employee 
relations  and,  in  this  connection,  supervises  a  program  which  includes 
employee  publications,  the  muni  man  of  the  month,  retirement  ceremonies 
and  other  employee  relations  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
journalism  or  a  closely  related  field. 

Requires  at  least  six  years  of  experience  in  newspaper  or  public  re- 
lations work,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  principles  and  techniques  of  the  public  relations  field;  the  policies, 
procedures  and  operations  of  the  departments  under  the  public  utilities 
commission. 

Requires  creative  ability, skill,  resourcefulness  and  discriminating 
judgment  in  the  preparation,  analysis  and  solution  of  complicated  public 
relations  and  publicity  programs  and  problems. 

Requires  a  pleasing  personality  and  ability  to:   deal  courteously, 
effectively  and  tactfully  with  various  outside  organizations,  groups, 
and  the  general  public;  speak  effectively  in  public;  establish  and  main- 
tain good  public  relations. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion  —  position  exempt  from  examination. 


CLASS  TITLE:  PUBLIC  SERVICE  ASSISTANT  DIRECTOR,  CODE:   13U2 

MAYOR'S  OFFICE 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  planning  and  implement- 
ation of  public  relations  programs  and  activities  in  the  mayor's  office 
in  connection  with  public  education  and  information  pertaining  to  ser- 
vices and  functions  provided  by  the  city  government ;  assists  in  coordin- 
ating the  activities  of  various  groups  responsible  for  arranging  civic 
events  and  celebrations;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  providing  a  wide  range  of  information 
to  the  general  public  on  the  internal  operations  of  a  city  governs 
making  regular  contacts  with  persons  at  all  levels  in  the  city  govern- 

,  outside  agencies  and  organizations  and  the  general  public;  preparing, 
checking  and  reviewing  a  variety  of  printed  matter  on  public  information 
and  public  relations  activities. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  organizing  civic,  fraternal,  business  and  other 
committees  in  connection  with  arranging  a  wide  variety  of  civic  events 
and  celebrations;  confers  with  representatives  of  such  committees  relative 
to  city  participation;  meets  with  and  represents  the  mayor's  office  on 
activities  of  various  civic  groups  on  such  matters  as  community  needs, 
ideas  and  problems;  receives  and  answers  requests  for  information  and 
advice  on  municipal  government  and  civic  affairs. 

2.  Receives  and  processes  various  complaints. 

3.  Assists  in  planning  receptions  for  visiting  dignitaries. 

U.  Prepares  and  edits  a  variety  of  printed  material  related  to 
public  information  and  service  matters. 

5.  May  serve  as  the  mayor's  representative  at  meetings  and  con- 
ferences. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
journalism,  public  relations  or  closely  related  fields. 

Requires  at  least  four  years  of  progressively  responsible  exper- 
ience in  public  relations  work,  including  research,  compilation  and 
dissemination  of  public  information;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  of: 
nternal  operations  of  the  municipal  government;  civic  affairs  and 
the  organizations  supporting  or  responsible  for  such  affairs;  the  various 
services  available  to  the  community;  the  methods  and  techniques  of 
disseminating  information  to  the  public  and  the  facilities  and  media 
available. 


CLASS  TITLE:   PUBLIC  SERVICE  ASSISTANT  DIRECTOR,  CODE:   13li2 

MAYOR'S  OFFICE  (continued) 

Requires  considerable  ability  to:  plan  and  organize  informational  pro- 
grams, receptions  and  various  civic  affairs  and  coordinate  the  activi- 
ties of  others  participating  in  such  events;  speak  effectively  before 
various  groups  and  organizations;  compile,  edit  and  analyze  informational 
material;  interpret  rules,  policies  and  laws;  present  ideas  and  informa- 
tion interestingly  and  clearly  in  written  and  oral  form;  create  and 
maintain  harmonious  working  relations  with  city  departments.,  outside 
organizations  and  the  general  public. 

Requires  considerable  skill  in  the  application  of  techniques  and 
methods  of  gathering  and  disseminating  information  and  the  use  of  the 
various  media  involved. 

PROMOTIVE  LINES: 

To:   Public  Service  Director,  Mayor's  Office 

From:  Original  Entrance  Examination 
Public  Information  Officer 


CLASS  TITLE:  PUBLIC  SERVICE  DIRECTOR.  MAYOR'S  OFFICE      CODE:  13hk 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  directs  the  planning  and 
implementation  of  public  relations  programs  and  activities  in  the  mayor's 
office  in  connection  with  public  education  and  information  pertaining 
to  the  services  and  functions  provided  by  the  city  government;  coordi- 
nates the  activities  of  various  interested  groups  responsible  for 
arranging  civic  events  and  celebrations;  and  performs  related  duties 
as  required. 

Requires  considerable  responsibility  for:   interpreting  and  ex- 
plaining the  operations  of  the  city  government  and  providing  information 
on  a  wide  range  of  city  affairs;  making  regular  contacts  with  persons 
at  all  levels  in  city  departments,  outside  agencies  and  organizations  and 
the  general  public;  supervising  and  participating  in  the  preparation  of 
a  wide  range  of  public  information  material,  reports  and  publications. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  participates  in  the  organization  of  civic, 
fraternal,  counselor,  and  various  business  groups  in  connection  with 
organizing  a  wide  variety  of  civic  affairs  and  social  events. 

2.  Serves  as  the  mayor's  representative  at  public  hearings, 
meetings,  conferences  and  receptions  of  distinguished  visitors. 

3.  Plans  and  arranges  a  variety  of  special  events  of  a  civic 
nature,  including  luncheons,  dinners  and  receptions. 

U.  Appears  before  various  civic  and  public  interest  groups  to 
speak  on  city  participation  in  civic  events  and  on  internal  operations, 
functions  and  services  provided  by  the  various  city  departments. 

5.  Receives,  examines  and  investigates  a  wide  variety  cf  com- 
plaints and  suggestions  submitted  to  the  mayor's  office;  prepares  and 
directs  the  preparation  of  correspondence  and  reports  relative  to  such 
complaints. 

6.  Prepares  and  directs  the  preparation  of  a  wide  variety  of  press 
releases,  newspaper  articles  and  information  through  the  media  of  radio 
and  television. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  journalism,  public  relations  or  a  closely  related  field. 

Requires  six  years  of  progressively  responsible  experience  in  public 
relations  work,  including  two  years  in  a  supervisory  capacity;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  general  knowledge 
of:  the  organization  and  internal  functions  of  the  city  government  in 
its  various  departments  and  agencies;  the  different  community  services 
provided  by  private  and  civic  organizations;  the  methods,  techniques 
and  facilities  used  in  the  dissemination  of  information  to  the  public. 


CLASS  TITLE:   PUBLIC  SERVICE  DIRECTOR,  CODE:   13UU 

MAYOR'S  OFFICE  (continued) 

Requires  unusual  ability  to:   stimulate  public  interest  and  cooper- 
ation in  connection  with  the  development  and  programing  of  civic  events; 
speak  effectively  before  various  public  interest  groups;  edit  and  analyze 
public  informational  material;  analyze  and  interpret  public  opinions 
and  reactions;  interpret  and  explain  the  policies,  laws  and  regulations 
which  govern  the  activities  of  the  various  city  departments;  apply  the 
techniques,  methods,  facilities  and  media  used  in  the  dissemination  of 
public  information. 

PROMOTIVE  LINES: 

To:  Public  Relations  Bureau  Director 

From:  Assistant  Public  Service  Director,  Mayor's  Office 
Public  Relations  Officer 


CLASS  TITLE:   ELEMENTARY  SCHOOL  CLERK  CODE:   lUlli 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  the  clerical,  office  and  routine 
accounting  work  of  an  elementary  school;  and  performs  related  duties  as 
requi  red . 

Requires  responsibility  for:  carrying  out  and  interpreting  policies 
and  methods  relating  to  the  clerical  activities  of  an  assigned  school; 
making  responsible  contacts  with  school  personnel,  students,  visitors 
and  parents  in  connection  with  school  activities;  the  preparation  and 
maintenance  of  important  school  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  secretary  and  aid  to  an  elementary  school  principal 
in  arranging  appointments,  taking  calls,  answering  inquiries  and  compos- 
ing routine  correspondence. 

2.  Maintains  attendance  records  and  prepares  related  reports; 
processes  student  enrollments,  transfers  and  withdrawals,  and  maintains 
student  records;  keeps  employee  time  records  and  prepares  payroll  forms; 
prepares  requisitions  for  supplies  and  equipment;  maintains  inventory 
and  textbook  records;  compiles  and  types  a  variety  of  records,  reports, 
memoranda  and  teaching  materials;  operates  office  machines  in  duplicat- 
ing forms,  memoranda,  and  instructional  aids;  organizes  and  maintains 
office  files  and  records. 

3.  Screens  all  visitors  entering  the  school  building,  ascertains 
the  nature  of  their  business  and  directs  them  to  the  proper  person  or 
room;  answers  requests  for  information  requiring  knowledge  of  general 
school  practices  and  policies. 

U.  Administers  first-aid  care  to  children;  contacts  parents 
regarding  student  absence  or  illness  at  school;  secures  services  of 
substitute  teachers. 

5.  Maintains  minor  accounts  of  monies  collected  in  the  school; 
receives,  records  and  prepares  funds  for  banking. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
courses  in  typing  and  commercial  subjects,  supplemented  by  two  years 
of  responsible  clerical  experience;  or  an  equivalent  combination  of 
training  and  experience. 

nowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
office  practices  and  procedures,  grammar,  spelling  and  business 
correspondence;  the  operations  and  programs  of  the  school  system. 

Requires  exceptional  ability  to:  deal  effectively  and  courteous- 
ly with  school  children,  school  personnel  and  parents;  work  accurately 
with  figures;  exercise  independent  judgment. 

Requires  sufficient  skill  in  typing  to  complete  50  net  words  per 
minute. 


CLASS  TITLE:      ELEMENTARY  SCHOOL  CLERK      (continued)  CODE:      LULU 

PROMOTIVE  LINES: 

To:   School  Attendance  Clerk 
Senior  Clerk  Typist 

From:  Junior  Clerk  Typist 


CUSS  TITLE:   SCHOOL  ATTENDANCE  CLERK  CODE:   1U16 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision;  compiles  and  prepares  attendance  statistic  reports 
in  a  secondary  or  adult  schodj  maintains  census  files  in  the  central 
office;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  methods  and 
procedures  used  in  preparing  and  maintaining  school  attendance  records; 
making  daily  contacts  with  students,  school  administrators,  faculty  and 
the  general  public;  gathering  data  and  preparing  and  maintaining  attendance 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Receives  classroom  reports  of  absences,  cuts  and  tardiness  and 
posts  to  records;  types  and  duplicates  daily  attendance  reports  for  dis- 
tribution. 

2.  Telephones  each  home,  talks  with  parents  regarding  reason  for 
student  absence  and  records  reason;  refers  serious  cases  to  school  nurse 
and  questionable  cases  to  attendance  office. 

3.  Issues  late  arrival  and  home  passes;  prepares  monthly  statisti- 
cal reports,  recording  attendance,  absence  and  days  not  enrolled  for 
students  on  register;  types  registry  lists  and  prepares  attendance  books 
in  accordance  with  school  term  changes. 

1*.   Maintains  records  of  adult  school  attendance  of  lectures  and 
classrooms,  and  prepares  required  reports. 

5.  Maintains  school  district  census  files  in  the  central  attendance 
office  by  posting  to  permanent  student  record  cards  from  individual  school 
att endan ce  reports. 

6.  Answers  inquiries  regarding  student  attendance  from  teachers,  law 
enforcement  agencies  and  other  persons. 

7.  Photostats  transcripts,  maintains  files,  operates  office  machines 
and  assists  in  other  clerical  functions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  with 
commerical  courses,  supplemented  by  two  years  of  general  clerical  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:  office 
practices  and  procedures;  record  keeping  methods,  and  the  use  and  operations 
of  standard  office  machines. 


CLASS  TITLE:   SCHOOL  ATTENDANCE  CLERK  (Continued)  CODE:    li;l6 

Requires  exceptional  ability  to:  deal  effectively  and  courteously 
with  school  children,  school  personnel  and  parents;  ability  to  work 
accurately  with  figures. 

Requires  sufficient  skill  in  typing  to  complete  $0   net  words  per 
minute . 

PROMOTIVE  LINES: 

To:    Senior  Clerk 

Supervising  School  Attendance  Clerk 

From:   Original  Entrance  Examination 
Elementary  School  Clerk 


CLASS  TITLE:  SUPERVISING  SCHOOL  ATTENDANCE  CLERK  CODE:  Lul8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assigns  and  supervises  the  work  of  the 
personnel  of  the  school  bureau  of  attendance;  answers  inquiries  regarding 
school  attendance  laws;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  policy  and  methods  of  school  attendance  accounting;  and 
applicable  education  and  labor  laws;  making  important  contacts  with 
school  administrators,  employees  and  authorized  representatives  of  other 
agencies  in  the  interpretation  of  laws  and  policies  and  exchange  of 
desired  information;  requires  over-all  supervisory  responsibility  for 
the  preparation  and  maintenance  of  the  school  district  attendance  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  distributes  incoming  mail  to  the  personnel  in  the 
bureau;  supervises  and  inspects  the  posting  of  information  on  permanent 
student  records;  assists  subordinates  in  compiling  statistics  and  re- 
quired reports. 

2.  Checks  work  permit  applications  for  compliance  with  education 
and  child  labor  laws  and  approves  their  release  to  employers;  answers 
counter  and  correspondence  inquiries  from  authorized  persons  regarding 
student  attendance  records. 

3.  Coordinates  and  reviews  work  of  the  attendance  bureau's  area 
offices;  confers  with  coordinators,  child  welfare  and  attendance 
officers  on  improved  methods  of  attendance  accounting  and  reports 
preparation. 

li.  Maintains  detailed  records  of  the  bureau's  activities  and 
prepares  reports  for  the  school  district,  state  department  of  educa- 
tion and  labor  commissioner's  office. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
commercial  courses,  supplemented  by  four  years  of  progressively 
responsible  clerical  and  office  experience  relating  to  school  attend- 
ance work,  including  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  principles  and  practices  of  school  attendance  accounting;  the 
school  district  organization  and  operations;  applicable  laws,  rules  and 
regulations. 

Requires  ability  to:  assign,  supervise  and  inspect  the  work  of 
clerical  record-keeping  units;  design  and  maintain  clerical  methods  and 
forms;  make  work  decisions  in  accordance  with  rules,  regulations  and 
school  district  policies. 

Requires  sufficient  skill  to  type  5>0  net  words  per  minute. 


CLASS  TITLE:   SUPERVISING  SCHOOL  ATTENDANCE  CLERK  CODE:   11*18 

(continued) 

PROMOTIVE  LINES: 

To:  Principal  Clerk 

From:  School  Attendance  Clerk 


CLASS  TITLE:  TRANSCRIBER  TYPIST  CODE:  1U30 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  transcribes  from  mechanical  dictating  equipment, 
various  detailed  narrative  reports,  case  records,  letters  and  memoranda; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  making  routine  contacts  with  other 
departmental  personnel  and  the  general  public  relative  to  office  opera- 
tions; preparing  and  maintaining  a  variety  of  technical  records  and 
reports  relative  to  transcribing  activities. 

EXAMPLES  OF  DUTIES: 

1.  Transcribes  a  variety  of  reports  and  other  material  from 
mechanical  equipment,  including  reports  on  juvenile  and  adult  probation 
matters,  psychiatric,  psychological  and  social  welfare  reports. 

2.  Types  letters,  reports  and  records  from  hand  draft  copy;  files 
correspondence,  forms  and  miscellaneous  papers  and  reports. 

3.  Types  a  variety  of  forms  and  form  letters  relative  to  office 
operations. 

ii.  Answers  telephone,  takes  messages  and  relays  information. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
course  work  in  typing,  supplemented  by  at  least  two  years  of  general 
typing  and  clerical  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
modern  office  practices,  procedures  and  dictating  equipment;  business 
English  and  spelling. 

Requires  ability  to:  maintain  ordinary  office  records  and  reports; 
establish  and  maintain  satisfactory  working  relationships  with  other 
employees  and  the  public. 

Requires  sufficient  skill  in  typing  to  complete  50  net  words  per 
minute. 

PROMOTIVE  LINES: 

To:  Senior  Clerk  Typist 

Senior  Transcriber  Typist 

From:  Original  Entrance  Examination 
Junior  Clerk  Typist 


CLASS  TITLE:  SENIOR  TRANSCRIBER  TYPIST  CODE:  LU32 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  transcribes  from  mechanical  dictating 
equipment  various  detailed  narrative  reports,  case  records,  letters  and 
memoranda;  exercises  work  direction  over  employees  in  a  transcribing 
pool;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  transcribing  activities;  making 
occasional  responsible  contacts  with  other  departmental  personnel  and 
the  general  public  relative  to  departmental  operations;  preparing, 
checking  and  reviewing  detailed  narrative  reports  and  related  data. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  work  of  subordinate 
employees  for  sufficiency  and  conformance  to  established  routines. 

2.  Requisitions  typing  supplies  and  materials  and  assures  that 
adequate  supplies  are  on  hand  at  all  times. 

3.  Establishes  priority  for  transcribing  work. 

U.  Transcribes  a  variety  of  reports  and  other  material  from 
mechanical  equipment,  including  reports  on  juvenile  and  adult  proba- 
tion matters,  psychiatric,  psychological,  and  social  welfare  reports. 

5.  Types  letters,  reports  and  records  from  hand  draft  copy;  files 
correspondence,  forms  and  miscellaneous  papers  and  reports. 

6.  Types  a  variety  of  form  letters  relative  to  office  operations. 

7.  Answers  telephone,  takes  messages  and  relays  information. 

MINIMUM  QUALIFICATIONS: 

draining  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  progressively  responsible  typing 
and  general  office  experience,  preferably  including  experience  in 
transcribing  work  and  including  some  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  a  variety  of  transcribing  equipment  and  its  operation;  modern 
office  practices  and  procedures;  business  English,  grammar  and  spelling- 
Requires  ability  to:  assign,  supervise  and  review  the  work  of 
subordinate  personnel;  train  new  personnel;  establish  and  maintain 
satisfactory  working  relationships  with  other  employees  and  the  public. 

Requires  sufficient  skill  in  typing  to  complete  5>0  net  words  per 
minute. 

PROMOTIVE  LINES: 

Pb:  Principal  Clerk 

From:  Transcriber  Typist 
Clerk  Typist 


CLASS  TITLE:  BRAILLE  TYPIST  CODE:   11*36 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  braille  typewriter  in  con- 
nection with  the  preparation  of  a  wide  variety  of  media  for  use  in  the 
instruction  and  education  of  blind  pupils;  and  perforins  related  duties 
as  required. 

Requires  responsibility  for  preparing  complex  educational  material 
and  records. 

EXAMPLES  OF  DUTIES: 

1.  Operates  braille  typewriter  in  typing  stories,  material  for 
social  studies,  arithmetic  problems,  spelling  lessons,  poems  and  songs. 

2.  Types  weekly  reader  of  current  events. 

3.  Types  tests  and  other  materials  in  connection  with  the  educa- 
tion of  blind  pupils. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  typing  experience,  including 
experience  in  the  operation  of  braille  typing  equipment;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  the 
braille  alphabet;  modern  office  processes  and  procedures  and  the  proper 
use  of  business  English  and  spelling. 

Requires  ability  to:   deal  effectively  and  courteously  with  other 
employees. 

Requires  considerable  skill  in  the  operation  of  a  braille  typewriter. 

PROMOTIVE  LINES: 

To:  Senior  Clerk  Typist 

Senior  Transcriber  Typist 

From:  Original  Entrance  Examination 
Junior  Clerk  Typist 


CLASS  TITLE:  MEDICAL  TRANSCRIBER  TYPIST  CODE:  LUUO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  transcribes  a  variety  of  medical  reports  and 
documents  from  mechanical  dictating  machines;  performs  a  variety  of 
routine  clerical  tasks  in  connection  with  transcription  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  making  routine  contacts  with  other 
departmental  personnel  and  the  general  public  in  connection  with  office 
operations;  preparing  technical  medical  reports  in  connection  with 
transcription  activities. 

EXAMPLES  OF  DUTIES: 

1.  Transcribes,  from  mechanical  dictating  equipment,  a  wide 
variety  of  medical  reports  requiring  familiarity  with  medical  termin- 
ology, including  radiology,  autopsy,  coroner's  inquiries,  operations, 
pediatrics,  pathology  and  other  such  reports. 

2.  Types  a  variety  of  form  letters,  cards,  indexes  and  similar 
materials. 

3.  Performs  routine  clerical  work  in  answering  of  telephones, 
taking  messages  and  providing  routine  information  as  necessary. 

k.     Maintains  a  variety  of  files  and  indexes  of  office  records. 

MINIMUM  REQUIREMENTS: 

draining  and  Experience:  Requires  completion  of  high  school  with 
courses  in  typing,  supplemented  by  at  least  two  years  of  diversified 
typing  and  clerical  experience,  including  experience  directly  related 
to  the  medical  profession;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
medical  terms  and  their  meanings;  modern  office  practices,  procedures 
and  dictating  equipment;  knowledge  of  the  English  language. 

Requires  ability  to:  maintain  ordinary  office  records,  reports 
and  files;  establish  and  maintain  satisfactory  working  relationships 
with  other  employees  and  the  public. 

Requires  sufficient  skill  in  typing  to  complete  50  net  words  per 
minute. 

PR0M3TIVE  LINES: 

To:  Senior  Clerk  Typist 

Senior  Transcriber  Clerk  Typist 

rom:  Original  Entrance  Examination 


CLASS  TITLE:  SCHOOL  SECRETARY  CODE:  lUi8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  responsible  clerical  and  secretarial 
work  in  a  secondary  or  adult  school;  may  supervise  the  work  of  sub- 
ordinate clerks;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out,  interpreting,  co- 
ordinating and  enforcing  policies  and  methods  relating  to  the  clerical 
activities  of  the  assigned  school;  making  responsible  secretarial 
contacts  with  school  personnel,  students  and  visitors;  requires  independ- 
ent responsibility  for  the  preparation  and  maintenance  of  important  school 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  secretary  to  a  principal  of  a  secondary  or  adult 
school  and  relieves  him  of  many  administrative  details  as  assigned; 
screens  callers  and  arranges  appointments;  secures  substitute  teachers. 

2.  Takes  and  transcribes  dictation  including  minutes  of  faculty 
meeting  and  a  variety  of  correspondence;  screens  and  answers  requests 
for  information  requiring  knowledge  of  general  school  policies  and 
curriculum;  composes,  edits  and  prepares  bulletins,  schedules,  memo- 
randa and  routine  correspondence. 

3.  Prepares  timerolls,  statistical  and  confidential  reports  re- 
garding personnel  and  students;  organizes  and  directs  the  maintenance 
of  the  general  files  and  records. 

h.  Trains  new  clerical  employees;  coordinates  clerical  workload 
and  assigns  special  projects;  may  evaluate  work  of  clerical  employees 
and  recommends  improvements  in  procedures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
commercial  courses,  supplemented  by  four  years  of  diversified  sec- 
retarial and  office  experience,  one  year  of  which  shall  have  been  in 
connection  with  school  operations;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
e  practices  and  procedures  and  of  business  english,  spelling 
and  arithmetic. 

Requires  ability  to  exercise  independent  judgment  in  accordance 
with  prescribed  laws,  policies  and  procedures;  deal  effectively  and 
courteously  with  school  personnel,  students  and  the  general  public; 
instruct,  assign  and  supervise  the  work  of  clerical  employees. 

Sufficient  skill  in  typing  and  shorthand  to  complete  50  net 
words  and  110  words  per  minute,  respectively. 

PROMOTIVE  LINES: 

fo:  Principal  Clerk-Stenographer 

From:  Senior  Clerk-Stenographer 


CLASS  TITLE:  PRINCIPAL  CLERK  STENOGRAPHER  CODE:  1U50 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  unusually  specialized  and  responsible 
stenographic  and  office  work  requiring  considerable  independent  judg- 
ment in  handling  office  administrative  matters;  may  supervise  a  moderate 
sized  group  of  subordinate  personnel  engaged  in  typing,  stenographic 
and  office  activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for  interpreting,  carrying  out  and  en- 
forcing existing  methods  and  procedures  in  connei  ' i -n  with  office  opera- 
tions; making  regular  contacts  with  other  departmental  personnel,  the 
general  public  and  outside  organizations  in  connection  with  office 
operations;  preparing,  checking  and  reviewing  detailed  and  important 
office  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes  dictation  and  transcribes  letters,  reports,  statements, 
memoranda  and  other  material  of  a  complex  and  difficult  nature  re- 
quiring a  high  degree  of  accuracy. 

2.  Lays  cut,  assigns  and  reviews  the  work  of  subordinate 
personnel. 

3.  Performs  responsible  stenographic  and  office  work  involving 
the  exei^ise  of  considerable  independent  and  unreviewed  judgment  in 
making  decisions. 

k.     Composes  correspondence  in  accordance  with  standard  procedures 
without  instructions  or  review. 

5.  Answers  telephone  and  refers  callers  to  appropriate  persons 
or  departments, 

6.  Answers  a  wide  variety  of  inquiries  and  complaints  and  arranges 
for  investigation  of  inquiries  by  appropriate  departments. 

7.  Explains  routine  policies  and  procedures  to  the  general  pul.ic 
or  personnel  of  other  city  departments. 

8.  Relieves  superior  of  details  of  routine  administrative  matters; 
transmits  orders  and  instructions  from  superior  to  other  departmental 
personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
courses  in  stenography,  typing  and  commercial  subjects,  supplemented 
by  at  least  six  years  of  progressively  responsible  general  stenographic 
and  office  experience,  including  two  years  of  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  business  english  and  commercial  arithmetic;  modern  secretarial 
procedures,  practices  and  office  equipment;  principles  of  modern  office 
operations  and  management;  departmental  programs,  policies  and  opera- 
tions with  respect  to  functions  performed. 

Requires  considerable  ability  to  make  sound  work  decisions  in 
accordance  with  rules,  regulations  and  departmental  policies  and  pro- 
cedures; maintain  a  wide  variety  of  office  records  and  reports  of 


CLASS  TITLE;      PRINCIPAL   CLERK  STENOGRAPHER  (continued)  CODE:      llr^O 

some  complexity;  establish  and  maintain  effective  work  relationships 
with  other  employees  and  the  general  public. 

Requires  sufficient  skill  in  typing  and  shorthand  to  complete  60 
net  words  per  minute  and  110  words  per  minute,  respectively. 

PROMOTIVE  LINES: 

To;  Stenographic  Secretary 

From;   Senior  Clerk- Stenographer 
School  Secretary 


CLASS  TITLE:  STENOGRAPHIC  SECRETARY  CODE:   1U52 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  highly  specialized  stenographic 
secretarial  work  for  a  major  office  of  the  city  government,  such  work 
requiring  extensive  stenographic  and  clerical  experience  with  a  thorough 
knowledge  of  office  organization,  procedures  and  practices  and  requiring 
the  continuing  exercise  of  independent  judgment  on  complicated  and 
difficult  administrative  situations;  and  performs  related  duties  as 
required. 

Requires  considerable  responsibility  for:   interpreting,  carrying 
out  and  coordinating  existing  methods  and  procedures  in  connection  with 
office  operations;  making  regular  contacts  with  the  general  public, 
other  departmental  personnel  and  representatives  of  outside  organizations 
in  connection  with  office  operations;  preparing,  checking  and  reviewing 
important  and  detailed  operational  records  and  reports  relative  to 
office  activities. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  highly  confidential  and  complex  dictation; 
performs  a  wide  variety  of  typing  from  rough  draft  copy  and  other 
sources. 

2.  Serves  as  clerical  assistant  to  administrator  in  composing 
correspondence  without  instruction  or  review. 

3.  Reads  reports  and  summarizes  information  to  facilitate  review 
and  conserve  time  of  superior. 

U.  Prepares  reports  and  makes  special  breakdown  of  information 
for  superiors;  interprets  administrative  decisions  and  policies  as 
explained  by  superior. 

5.  Relieves  superior  of  administrative  and  clerical  details  and 
minor  administrative  matters . 

6.  Examines,  checks  and  verifies  a  variety  of  records  and  reports 
for  completeness,  propriety,  adequacy  and  accuracy;  assists  in  budget 
preparations . 

7.  Receives  calls  frequently  on  questions  which  may  be  disposed 
of  personally  and  sometimes  involving  delicate  matters;  maintains 
appointment  calendar  for  superior. 

8.  Provides  information  to  the  public,  city  officials  and  employees 
on  questions  not  requiring  attention  of  superior. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
courses  in  stenography,  typing  and  commercial  subjects,  supplemented 
by  at  least  eight  years  of  progressively  responsible  experience  in 
general  stenographic  and  office  work,  including  at  least  four  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 


CUSS  TITLE;   STENOGRAPHIC  SECRETARY   (continued)         CODE:   1U52 

Knowledge,  Abilities  and  Skills;  Requires  comprehensive  knowledge 
of:  modern  office  practices,  procedures,  appliances,  business  english, 
spelling  and  arithmetic;  office  management  and  governmental  and 
municipal  administration. 

Requires  considerable  ability  to;   exercise  good  judgment  in  making 
decisions;  handle  routine  administrative  details  independently,  includinj 
the  composition  of  letters  and  memoranda;  establish  and  maintain 
harmonious  working  relationships  with  the  general  public  and  other 
employees. 

Requires  sufficient  skill  in  typing  and  shorthand  to  complete  60 
net  words  per  minute  and  110  words  per  minute,  respectively. 

PROMOTIVE  LINES; 

To;  Stenographic  Secretary  to  the  Mayor 

From;  Principal  Clerk -Stenographer 


CLASS  TITLE:   SPECIAL  STENOGRAPHIC  SECRETARY  TO  THE  MAYOR    CODE:  1U53 


CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  responsible  specialized  stenographic  and 
secretarial  duties  for  the  mayor  and  members  of  his  administrative  staff; 
acts  as  secretary  to  various  mayor's  committees;  translates  foreign 
language  correspondence;  acts  as  interpreter  in  several  foreign  languages; 
and  performs  related  duties  as  required. 

Requires  resoonsibility  for:   interpreting,  carrying  out  and  coord- 
inating existing  policy,  methods  ard  procedures  relative  to  office  opera- 
tions; making  important  specialized  and  responsible  contacts  with  the 
general  public,  other  departmental  personnel,  representatives  of  outside 
organizations  and  foreign  countries;  preparing,  reviewing  and  maintaining 
confidential  and  important  correspondence,  related  office  records,  files 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  secretary  to  various  mayor's  committees  with  full  res- 
ponsibility for  arranging  meetings,  preparing  agenda,  and  recording  minutes 
and  proceedings;  prepares  and  distributes  minutes  of  proceedings  and  other 
material  to  persons  concerned. 

2.  Takes  and  transcribes  speeches  dictated  by  the  mayor;  composes 
letters  for  the  mayor's  signature;  assists  the  public  service  director  in 
the  mayor's  office  in  arranging  various  special  events,  receptions,  civic 
celebrations  and  functions  honoring  visiting  dignitaries  and  other  gath- 
erings. 

3.  Performs  various  stenographic  and  clerical  duties  in  connection 
with  the  preparation  of  the  annual  departmental  and  supplemental  budgets; 
maintains  related  files  of  budgetary  correspondence  and  data. 

h.   Translates  foreign  correspondence  received  in  the  mayor's  office 
into  English,  including  Italian,  Spanish  and  French. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  two  years  of 
college  or  university,  with  major  course  work  in  clerical  and  business 
subjects  and  at  least  three  foreign  languages. 

Requires  at  least  six  years  of  progressively  responsible  steno- 
graphic, general  and  specialized  secretarial  experience;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  comprehensive  knowledge 
of:  protocol  and  modern  office  practices,  procedures  and  appliances; 
speaking,  translating  and  transcribing  several  foreign  languages,  as 
well  as  English. 

Requires  considerable  ability  to  exercise  good  judgment  and 
resourcefulness  in  meeting,  conversing  and  dealing  with  representatives 
and  dignitaries  of  foreign  countries  and  other  high  level  public  of- 
ficials. 


CLASS  TITLE:   SPECIAL  STENOGRAPHIC  SECRETARY  TO  THE  MAYOR     CODE:  lL£3 
(continued) 


Requires  special  skill  and  ability  to  translate  foreign  correspond- 
ence and  act  as  interpreter  on  occasions  as  required. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CUSS  TITLE:   STENOGRAPHIC  SECRETARY  TO  THE  MAYOR  CODE:   1U5U 

CHARACTERISTICS  OF  THE  CUSS: 

Under  direction,  performs  responsible  personal  stenographic  and 
secretarial  work  for  the  mayor,  such  work  requiring  extensive 
secretarial  and  clerical  experience  and  the  continuing  exercise  of 
independent  judgment  in  connection  with  administrative  problems;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  co- 
ordinating existing  methods  and  procedures  relative  to  office  operations; 
making  regular  responsible  contacts  with  the  general  public,  other 
departmental  personnel  and  representatives  of  outside  organizations  in 
connection  with  office  operations;  preparing,  reviewing  and  maintaining 
confidential  and  important  correspondence  and  related  office  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  highly  confidential  and  difficult 
dictation. 

2.  Screens  incoming  telephone  calls  not  requiring  immediate  action 
of  the  mayor  and  routes  to  proper  sources. 

3.  Prepares  the  mayor's  appointment  calendar  and  confirms  such 
appointments  by  telephone  and  correspondence;  prepares  schedule  of 
mayor's  activities  and  routes  copies  to  appropriate  departments  and 
officials;  conducts  correspondence  relative  to  the  social  activities  of 
the  mayor  and  his  family. 

U.  Maintains  files  of  the  mayor's  personal  correspondence  and 
invitations . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school,  with 
courses  in  stenography,  typing  and  commercial  subjects,  supplemented 
by  at  least  eight  years  of  progressively  responsible  general  stenographic 
and  office  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
lodern  office  practices,  procedures  and  appliances;  business 
english,  spelling  and  arithmetic. 

Requires  considerable  ability  to:  exercise  good  judgment  and 
resourcefulness  in  handling  the  general  public  and  others  contacting 

mayor's  office:  handling  routine  details  independently,  including 
the  composition  of  routine  correspondence. 

Requires  a  high  degree  of  skill  in  typing  and  shorthand. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   LEGAL  STENOGRAPHER  CODE:   11*58 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  takes  and  transcribes  legal  dictation;  perforins 
responsible  clerical  duties  in  connection  with  a  variety  of  legal  proces- 
ses; and  performs  related  duties  as  required. 

Requires  responsibility  for:  making  routine  contacts  with  the 
general  public  and  legal  personnel  in  obtaining  or  furnishing  information 
on  legal  matters;  preparing  important  legal  and  confidential  documents 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  a  wide  variety  of  legal  dictation  including 
pleadings,  correspondence,  miscellaneous  agreements,  contracts,  ordinances, 
petitions,  complaints  and  hearings;  types  legal  opinions,  documents  and  stat- 
istics from  rough  draft  copy;  types  and  assembles  a  variety  of  legal  forms 
from  outlined  instructions  or  established  procedures. 

2.  Cuts  stencils  for  various  forms,  opinions,  contracts,  agreements 
and  other  legal  purposes  and  assembles  same  for  distribution. 

3.  May  interview  the  general  public  and  legal  representatives  and  pro- 
vide routine  information  on  office  procedures;  maintains  files  and  records 
of  legal  correspondence  and  documents. 

U.  Compiles  documents  necessary  to  processing  juvenile  court  traffic 
cases;  maintains  follow-up  on  citations  issued  and  initiates  action  as  nec- 
essary; maintains  records  relative  to  juvenile  traffic  cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  legal  stenographic  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   legal 
forms,  documents  and  terminology;  forms  and  usage  of  English  correspondence; 
modern  office  principles, practices  and  procedures. 

Requires  sufficient  skill  in  typing  and  shorthand  to  complete  50  net 
words  per  minute  and  110  words  per  minute  respectively. 

PROMOTIVE  LINES: 

r_o:     Senior  Legal  Stenographer 

From:      Original  Entrance  Examination 


GLASS  TITLE:   SENIOR  LEGAL  STENOGRAPHER  CODE:  H16O 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  takes  and  transcribes  extremely  difficult 
legal  dictation  and/or  is  responsible  for  exercising  supervision  over 
a  small  staff  of  legal  stenographers  engaged  in  legal  stenographic  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  existing  departmental 
methods  and  procedures  to  subordinate  personnel;  making  occasional 
responsible  contacts  with  the  general  public,  other  departments  and  out- 
side agencies  in  obtaining  and  furnishing  information  on  office  matters; 
preparing  detailed  and  complex  records  and  reports,  many  of  which  are 
of  a  highly  confidential  nature. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  difficult  and  confidential  legal  dic- 
tation relative  to  correspondence,  assignments,  petitions,  briefs, 
legislative  measures,  leases,  resolutions,  agreements  and  ordinances; 
takes  minutes  of  meetings,  hearings  and  informal  discussions  for  future 
references. 

2.  Maintains  confidential  records  and  files  of  legal  matters. 

3.  Receives  and  distributes  work  to  subordinate  legal  stenographers, 
outlining  general  instructions  for  its  completion  and  reviews  same  for 
conformance  to  instructions. 

k.      Performs  a  wide  variety  of  responsible  clerical  work  in  connec- 
tion with  the  processing  of  legal  forms,  instruments  and  documents  and 
is  responsible  that  such  processing  conforms  to  all  existing  laws  and 
regulations. 

5.  Maintains  and  supervises  the  maintenance  of  correspondence  and 
other  legal  memoranda  and  data  files. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completior  of  high  school,  supple- 
mented  by  at  least  four  years  of  progressively  responsible  legal  steno- 
graphic experience,  including  some  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   legal  forms,  documents,  terminology  and  legal  proceedings;  legal 
office  techniques,  procedures  and  methods;  correct  form  and  usage  of 
English  correspondence. 

Requires  ability  to:   supervise  the  work  of  subordinate  personnel; 
deal  effectively  and  courteously  with  the  general  public  and  legal 
representatives . 

Requires  sufficient  skill  in  typing  and  shorthand  to  complete  50 
net  words  per  minute  and  110  net  words  per  minute  respectively. 

PROMOTIVE  LINES: 

To:   Stenographic  Secretary 

From:   Legal  Stenographer 


CLASS  TITLE:  MEDICAL  CLERK-STENOGRAPHER  CODE:  LU6U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  takes  and  transcribes  difficult,  exacting 
medical  dictation;  assists  in  the  maintenance  of  medical  history  and 
statistical  records;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  standardized  procedures 
and  applying  technical  skill  in  the  taking  and  transcribing  of  medical 
dictation  involving  an  understanding  of  medical  terminology;  making 
regular  contact  with  the  general  public,  staff  physicians,  private 
physicians,  hospitals,  clinics,  and  representatives  of  other  outside 
agencies  and  groups  to  exchange  confidential  and  personal  medical  in- 
formation; preparing  and  maintaining  important  detailed  and  complex 
medical  and  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  medical  dictation  relating  to  medical 
reports  and  correspondence  from  administrative  and  medical  staff  personnel, 
consulting  physicians,  and  others,  involving  the  understanding  and  use 

of  medical,  surgical  and  diagnostic  terminology. 

2.  Prepares  medical  abstracts  from  patients1  charts  in  response 
to  inquiries  from  private  physicians,  hospitals,  clinics,  insurance 
companies,  attorneys  and  other  private  and  public  medical  agencies, 
indicating  results  of  laboratory  tests,  special  tests,  X-ray  findings, 
operations  performed,  diagnoses,  pathological  findings,  and  other 
pertinent  information. 

3.  Prepares  difficult  and  complex  periodic  and  special  reports 
pertaining  to  hospitalization  and  medical  matters,  including  lengthy 
medical  documents;  assembles  and  prepares  lengthy  and  technical  public 
health  reports  and  information. 

k-     Conducts  special  and  statistical  research  concerned  with 
patient  records,  history  and  treatment;  compiles  information  and  com- 
poses related  narrative  reports  for  approval. 

5>.  Maintains  detailed  medical  file  of  correspondence,  medical 
summaries,  reference  materials,  and  conferences;  maintains  subject  and 
patient  indexes  to  all  material;  maintains  list  of  medical  health 
magazines  and  books;  maintains  record  of  medical  and  hospital  corres- 
pondence, forms,  and  regular  and  special  reports. 

6.  May  be  required  to  perform  duties  involving  knowledge  of 
forms  and  procedures  applicable  to  the  disposition  of  deceased 
patients. 

MINIMUM  QUALIFICATIONS: 

"raining  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  either  two  years  of  medical  clerical  experience  involving 
medical  dictation,  typing  and  other  work  providing  basic  understanding 
of  medical  terminology  and  procedures,  or  satisfactory  completion  of  a 
recognized  course  in  medical  stenography. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
medical  terminology  and  basic  medical  procedures  and  practices;  modern 
office  methods  and  procedures. 


CLASS  TITLE:   MEDICAL  CLERK -STENOGRAPHER  (continued)        CODE:  U4.6U 

Requires  ability  to:  understand  and  follow  complex  oral  and  written 
instructions;  maintain  complex  medical  records  and  prepare  reports  from 
such  records;  establish  and  maintain  effective  working  relationships 
with  physicians,  other  employees,  patients,  and  the  general  public. 

Requires  sufficient  skill  in  typing  and  shorthand  to  complete  5>0 
net  words  per  minute  and  110  words  per  minute  respectively. 

PROMOTIVE  LINES: 

To:  Principal  Clerk  Stenographer 

From:   Original  Entrance  Examination. 


CLASS  TITLE:   METER  READER  CODE:   11*66 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  reads  water  meters  in  an  assigned  district 
and  records  consumption  in  field  books;  makes  inspections  and  reports 
of  defective  or  hazardous  water  department  installations  and  facilities 
in  the  adjacent  areas;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  following  established  meter  reading 
methods  and  procedures  and  for  explaining  existing  rules  and  regulations 
to  consumers  and  others;  making  regular  contacts  with  the  general  public, 
consumers  and  property  owners  or  their  representatives  for  obtaining  or 
furnishing  routine  information;  keeping  routine  meter  reading  records  and 
inspectional  reports.  Nature  of  duties  requires  sustained  physical  effort 
involving  considerable  walking,  bending  and  stooping  on  repetitive  opera- 
tions involving  manual  dexterity  and  occasional  exposure  to  minor  accident 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Reads  and  records  amount  of  water  consumption  at  consumer  premises 
in  an  assigned  district  and  computes  consumption  since  previous  reading; 
notifies  consumers  of  unusual  high  consumptions;  when  unable  to  make  per- 
sonal contact,  leaves  memorandum  report;  advises  billing  department  of 
situations  when  returning  completed  field  book;  interprets  water  depart- 
ment rules  and  regulations  to  consumers  or  others,  as  required. 

2.  Observes  unusual  conditions  found  while  in  the  field,  including 
exceptional  water  usage,  theft  of  water,  reversed  meters,  illegal  turn- 
ons,  no-go  meters,  broken  meter  box  covers,  broken  meter  dials,  broker- 
glass  covers,  need  for  uncovering  and  raising  or  lowering  of  meter  box, 
broken  curbs  and  sidewalks  adjacent  to  meter  boxes,  leaks  in  mains  and 
services  and  in  meter  couplings;  prepares  and  submits  standard  report,  of 
conditions  found. 

3.  May,  in  a  limited  capacity,  perform  duties  of  a  water  serviceman; 
interviews  consumers;  inspects  premises  to  determine  reasons  for  large  or 
small  water  consumptions;  tests  meters  to  determine  if  properly  function- 
ing; makes  related  report  of  findings  and  conclusions. 

h.     Assists  in  instructing  and  training  new  meter  readers  in  field 
duties  and  related  inspectional  work  and  in  field  testing  methods  and  pro- 
cedures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  one  year  of  experience  within  the  last  three  years  in  work  in- 
volving clerical  and/or  inspectional  duties;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  water 
connections,  meters  and  services;  street  names  and  locations  in  the  city; 
water  department  rules  and  regulations. 

Requires  ability  to:  perform  simple  arithmetic  calculations;  meet 
and  deal  courteously  with  many  individual  consumers,  tenants  and  property 
owners. 


CLASS  TITLE:   METER  READER   (continued)  CODE:   li;66 

PROMOTIVE  LINES: 

To:  Water  Meter  Serviceman 
Water  Services  Clerk 

From:   Clerk 

Original  Entrance  Examination 


CUSS  TITLE:  WATER  SERVICES  CLERK  CODE:   LU68 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  specialized  clerical  duties  in  the 
commercial  office  of  the  water  department  in  establishing  and  maintaining 
consumer  services;  receives  applications  for  new  services,  discontinuance 
of  services,  increase  or  decrease  of  existing  services  and  other  service 
requests;  processes  required  forms,  documents  and  orders,  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  and  enforc- 
ing existing  rules,  regulations,  methods  and  procedures  for  establishing 
and  maintaining  consumer  water  services;  making  regular  contacts  with  the 
general  public,  employees  in  other  departments  and  representatives  of 
outside  organizations  in  furnishing  or  obtaining  information  or  explaining 
details  with  reference  to  customer  water  services;  preparing,  checking 
and  processing  important  detailed  operational  and  technical  records  per- 
taining to  numerous  consumer  services. 

EXAMPLES  OF  DUTIES: 

1.  Receives  telephone,  mail  and  over-the-counter  requests  for 
opening,  discontinuing,  increasing,  decreasing  or  installing  new  water 
services;  changing  billing  addresses,  and  other  related  matters. 

2.  Refers  to  map  books,  meter-read  books,  consumer  meter  cards, 
applications  for  service  installations  and  other  records  to  determine 
the  present  status  of  a  specific  service,  type  and  size  of  pipe,  meter 
readings  and  water  consumption;  also  consults  maps  for  locations  and 
directions  for  new  service  taps  and  to  determine  the  premises  and  number 
of  fixtures  supplied  by  a  specific  service. 

3.  Writes  orders  to  servicemen  and  to  yard  office  to  effectuate 
service  tum-ons,  closing  meter  readings,  service  shut-offs,  meter-sets 
and  resets,  new  service  installations,  service  retaps  and  abandonment  of 
existing  service. 

In  Receives  telephone  complaints  about  dirty  water,  breaks  in  ser- 
vice, no  water,  noisy  meters,  poor  supply  and  other  complaints;  takes 
necessary  action  to  follow-up  and  remedy  each  situation. 

5.  Furnishes  information  in  response  to  inquiries  from  plumbers, 
contractors,  realtors,  consumers  and  other  parties,  basing  replies  on 
operating  procedures,  records,  department,  rules  and  regulations,  plumb- 
ing code,  and  other  sources. 

6.  Determines  required  size  of  meter  and  water  service  for  new  in- 
stallations based  on  number  and  type  of  fixtures  on  the  premises. 

7.  Determines  necessity  for  and  amount  of  deposit  to  be  charged 
applicants  for  commercial  services  on  the  basis  of  such  factors  as  past 
consumption,  type  of  business  and  number  of  fixtures. 

8.  Records  pertinent  data  in  map  books,  tap  books,  consumer  meter 
cards,  field  books  and  other  records  to  indicate  action  taken  for  each 
service  application  processed. 

9.  Contacts  realtors  and  consumers  to  obtain  necessary  information 
relative  to  transfer  of  service  accounts  from  one  consumer  to  another. 


CLASS  TITLE:  WATER  SERVICES  CLERK   (continued)  CODE:   11+68 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences  Requires  completion  of  high  school,  in- 
including  or  supplemented  by  commercial  or  business  courses „  Requires 
at  least  three  years  experience  within  the  last  five  years  in  various 
water  department  clerical  and  inspectional  operations,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  water 
department  rules,  regulations  and  rates;  the  water  distribution  system, 
various  types  of  consumer  services  and  related  meter  reading  and  billing 
procedures o 

Requires  ability  to:   deal  in  a  friendly  and  cooperative  manner  with 
individual  consumers;  process  various  types  of  consumer  service  requests 
from  inception  to  completion. 

PROMOTIVE  LINES: 

To:  Service  and  Supply  Assistant  Supervisor 

From:  Meter  Reader 

District  Water  Serviceman 


CLASS  TITLE:  SERVICES  AND  SUPPLY  ASSISTANT  SUPERVISOR     CODE:  ll;70 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  exercising  responsibility  for 
the  administration  and  supervision  of  the  activities  and  personnel  of 
the  services  and  supplies  section,  commercial  division  water  department, 
including  the  processing  of  applications  for  new  services,  discontinuance 
of  services,  maintenance  of  related  consumer  services,  files  and  records; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  and  explaining  existing 
methods  and  procedures;  making  regular  contacts  with  consumers,  consumer 
representatives,  and  others  in  furnishing  or  obtaining  information  and 
explaining  specialized  rules,  regulations  and  procedures;  requires 
supervisory  responsibility  for  the  preparation,  checking  and  reviewing 
of  important  detailed  consumer  service  records  requiring  a  high  degree 
of  accuracy  and  completeness. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  general  overall  supervision  of  the  services 
and  supplies  section,  including  water  service  inspectors,  special  in- 
spectors, and  field  servicemen,  as  well  as  all  regular  office  and 
clerical  personnel;  inspects  completed  work  for  accuracy,  completeness 
and  compliance  with  rules  and  regulations;  reviews  completed  work 
orders  from  distribution  division  yard  office  prior  to  transmittal  for 
billing  and  accounting  purposes. 

2.  Determines  locations  and  prepares  orders  for  new  water  service 
installations  based  on  contract  awards  in  new  subdivisions;  determines 
required  meter  sizes  for  new  service  installations  based  on  number  and 
type  of  plumbing  fixtures  to  be  used  on  premises  and  in  accordance 
with  plumbing  code  requirements;  checks  map  books,  tap  books  and  field 
books  to  obtain  necessary  information  as  to  direction,  measurements 
and  location  of  meters  and  services  for  immediate  emergency  shutdown 
and  repairs. 

3.  Provides  information  in  response  to  inquiries  from  plumbers, 
contractors,  realtors,  consumers  and  others  concerned  in  accordance 
with  established  operating  procedures,  records,  rules  and  regula- 
tions and  code  requirements. 

U.  Receives  telephone  complaints  concerning  dirty  water,  breaks 
in  service,  no  water,  noisy  meters,  poor  supplies,  and  other  matters; 
takes  necessary  action  to  resolve  each  problem  as  situations  may  arise. 

5.  Determines  necessity  for  and  amount  of  deposit  to  be  charged 
applicants  for  commercial  services,  considering  such  factors  as  past 
consumption,  type  of  business,  number  of  fixtures  and  payment  record. 

6.  Receives  telephone,  mail  and  over-the-counter  applications 
for  opening,  discontinuing,  increasing,  decreasing,  or  installing  new 
water  services;  changing  billing  addresses;  and  other  related  matters. 

7.  Refers  to  map  books,  meter  read  books,  master  consumer  card 
files  and  other  records  to  determine  present  status  of  specific 
services,  tupes  of  services,  size  of  services,  meter  readings  and 
water  consumption;  maps  directions  for  established  service  taps  and 
for  new  service  taps  and  for  location  of  premises  and  fixtures  for 
specific  service. 


CLASS  TITLE;  SERVICES  AND  SUPPLY  ASSISTANT  SUPERVISOR     CODE;   ll±70 
(continued) 

8.  Writes  orders  for  field  servicemen  and  yard  office  concerning 
service  turn-ons,  closing  bill  meter  readings,  service  shut-off s, 
meter  sets  and  resets,  new  services  and  installations,  service  retaps, 
abandonment  of  service  and  other  related  matters, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  high  school,  in- 
cluding or  supplemented  by  commercial  and  business  courses,   Requires 
at  least  seven  years  of  experience  within  the  last  ten  years  in  various 
clerical,  inspectional  and  commercial  operations  in  the  water  depart- 
ment; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  considerable  knowledge 
of  water  department  rules,  regulations  and  rates;  the  water  distribu- 
tion system,  various  types  of  consumer  services  and  related  meter 
reading  and  billing  procedures. 

Requires  ability  to  deal  in  a  friendly  and  cooperative  manner 
with  individual  consumers  and  the  general  public;;  assist  in 
organizing  and  supervising  the  activities  oi  an  important  organiza- 
tional unit  dealing  with  water  consumers  and  services. 

PROMOTIVE  LINES; 

To;  Services  and  Supplies  Supervisor 

From;  Chief  District  Water  Serviceman 


CUSS  TITLE?  SERVICES  AND  SUPPLY  SUPERVISOR  CODE:  1U72 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  exercises  responsibility  for  the 
administration  and  supervision  of  the  activities  and  personnel  of  the 
services  and  supplies  section,  commercial  division,  water  department, 
including  the  processing  of  applications  for  new  services,  discontin- 
uance of  services,  and  the  maintenance  of  related  consumer  services, 
files  and  records;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out,  interpreting  and  en- 
forcing existing  policies,  rules  and  regulations:  making  regular 
contacts  with  consumers,  consumer  representatives  and  others,  in 
furnishing  or  obtaining  information  or  explaining  specialized  rules, 
regulations  and  procedures;  requires  overall  supervisory  responsibility 
for  the  preparation,  checking,  and  review  of  important,  detailed  con- 
sumer service  records  requiring  a  high  degree  of  accuracy  and  com- 
pleteness. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  processing  of  applications  for  installation 
of  all  new  services  and  the  maintenance  of  complete  records  of 
services  already  installed,  including  specific  tap  directions,  map 
books  and  other  service  records. 

2.  Supervises  the  turn-ons  and  discontinuance  of  services  and 
inspections  for  no  water,  inadequate  supply,  dirty  water,  poor 
pressure  and  other  complaints;  supervises  the  processing  of  orders 
for  new  services,  including  size  of  meters  and  other  factors  to 
adequately  meet  the  demand  of  all  installations;  is  responsible  for 
the  lay-out  of  services,  installation  patterns  In  new  subdivisions  in 
accordance  with  maps  submitted  by  developers;  confers  with  engineers, 
contractors  and  others  concerned  as  to  availability  of  mains, 
pressure,  size  of  services  and  other  details. 

3.  Supervises  the  marking  of  maps  for  the  city  engineer's  office 
for  all  newly  paved  streets  showing  water  services  installed  and  other 
information  regarding  underground  facilities  of  other  utilities, 

h.     Is  responsible  for  furnishing  vital  information  to  operating 
personnel  concerning  service  installations  of  abandoned  properties 
and  inactive  services  which  might  cause  leaks  in  buildings  of  under- 
ground and  damage  to  public  or  private  property;  is  responsible  for 
maintenance  of  complete  service  records  of  active  and  inactive 
services  and  their  locations  and  the  maintenance  of  related  maps  on 
which  such  services  are  recorded, 

5.   Is  responsible  for  the  maintenance  of  consumer  meter  card 
files  which  contain  a  record  of  consumers"  payments,  credits  and  re- 
lated information;  determines  credit  rating  of  new  consumers  and 
amount  of  deposit  to  be  charged,  if  required. 


CLASS  TITLE;   SERVICES  AMD  SUPPLY  SUPERVISOR  CODE;   lli72 

(continued) 

MINIMUM  QUALIFICATIONS; 

Training  and  Experience;  Requires  completion  of  high  school,,  in- 
cluding or  supplemented  by  commercial  and  business  courses.   Requires 
at  least  ten  years  of  experience  within  the  last  twelve  years  in  various 
clerical,  inspection  and  commercial  operations  in  the  water  department 
at  least  three  years  of  which  shall  have  been  in  a  responsible  super- 
visory capacity;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  comprehensive  knowledge 
of  water  department  rules,  regulations  and  rates;  the  water  distribu- 
tion system,  various  types  of  consumer  services  and  related  meter 
reading  and  building  procedures. 

Requires  considerable  ability  to  deal  in  a  friendly  and  cooperative 
manner  with  individual  consumers  and  the  general  public;  organize  and 
supervise  the  activities  of  an  important  organizational  unit  dealing 
with  water  consumers  and  services. 

PROMOTIVE  LINES: 

To;  Assistant  Manager,  Commercial  Division 

From:  Assistant  Service  and  Supply  Supervisory 


CLASS  TITLE:  CLAIMS  PROCESS  CLERK  CODE:  ihlh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  processes  medical  claims  for  services  and 
benefits  under  the  provisions  of  the  health  service  system  plan; 
evaluates  claims  for  eligibility;  and  performs  related  duties  as 
required. 

Requires  responsibility  for  following  established  methods  and 
procedures  and  the  application  of  some  judgment  and  understanding 
of  medical  terminology  in  analyzing  claims,  records  and  reports; 
regular  contacts  with  doctors,  hospitals,  members  of  the  system,  and 
others  to  exchange  information  regarding  medical  claims  and  to  explain 
procedures  and  regulations  relative  to  medical  claims  processing;  re- 
viewing medical  and  claim  records  and  reports  for  proper  coding  and 
disposition. 

EXAMPLES  OF  DUTIES: 

1.  Processes  hospital,  laboratory  and  physician  claims  for 
services  provided  to  health  service  system  members  and  their  depend- 
ents. 

2.  Evaluates  claims  for  eligibility,  deductions,  pricing  and 
coding  according  to  the  rules  and  limitations  of  the  health  plan;  uses 
medical  values  schedules  to  determine  prescribed  fees  for  services. 

3.  Refers  to  standard  texts  for  proper  coding  of  diagnosis. 

h.      Returns  incomplete  claims,  requesting  additional  information, 
and  rejects  claims  indicating  reason  for  rejection. 

5.  Checks  ledger  cards  for  past  history  of  claims  and  posts 
current  information;  checks  for  duplicate  claims,  discrepancies  in 
price  or  other  misleading  information, 

6.  Answers  telephone  and  other  inquiries  from  members,  doctors, 
hospitals,  attorneys  and  other  interested  parties  regarding  claim 
processing  procedures  and  regulations;  searches  files  and  folders  for 
requested  information;  verifies  benefits  of  members  and  dependents 
entering  hospitals. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  three  years  of  clerical  and  office  experience  related 
to  health,  accident  and  medical  claims  processing  work  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  medical 
terminology;  medical  claims  processing  procedures,  modern  office  pro- 
cedures and  techniques;  the  uses  of  common  office  equipment. 

Requires  ability  to  exercise  judgment  in  analyzing  and  coding 
medical  claims;  work  with  speed  and  accuracy;  deal  courteously, 
effectively  and  tactfully  with  plan  members  and  other  interested 
parties;  operate  common  office  machines  and  equipment. 


CLASS  TITLE:  CLAIMS  PROCESS  CLERK  (continued)  CODE:  lU7U 

PROMOTIVE  LINES: 

To:  Senior  Claims  Process  Clerk 

From:  Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  CLAIMS  PROCESS  CLERK  CODE:  U476 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  and  involved  claim 
processing  duties  including  the  analysis  of  accident  reports  for  deter- 
mining subrogation  on  medical  and  industrial  accident  claim  matters;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting  policies, 
methods  and  procedures  relating  to  the  processing  of  medical  and  industrial 
accident  claims;  making  regular  contacts  with  hospitals,  doctors,  members 
of  the  system,  and  other  interested  parties  to  exchange  information  and 
explain  and  interpret  procedures  and  regulations  regarding  processing  of 
medical  or  industrial  accident  claims;  the  preparation  of  difficult  medi- 
cal and/or  industrial  accident  claim  reports  and  the  analysis  of  claim 
records  and  related  reports  to  determine  proper  action  to  be  taken  within 
the  limits  of  laws,  rules  and  regulations  governing  such  claims. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  injury  or  accident  claims  involving  employees  injured 
in  accident  cases  or  suffering  an  illness  or  injury  due  to  the  act  of 
another  person  to  determine  if  subrogation  is  involved;  checks  accident 
reports;  makes  determination  that  subrogation  is  involved  and  sets  up 
subrogation  file;  refers  difficult  involved  subrogation  matters  to  super- 
visor for  determination;  notifies  interested  parties  that  expenditures 
caused  by  the  accident  or  injury  must  be  taken  into  consideration  when 
settlement  is  made;  records  and  audits  subrogation  payments  to  determine 
that  correct  reimbursement  for  all  medical  or  surgical  payments  is  made. 

2.  Maintains  records  in  connection  with  on  the  job  disability  cases 
and  carries  out  negotiations  with  the  industrial  accident  commission, 
correspondence  with  physicians,  referees,  letters  to  employees,  and  other 
interested  parties. 

3.  Maintains  records  of  city  and  county  employees  who  are  confined 
to  hospitals  as  a  result  of  injuries  while  in  the  performance  of  duties; 
makes  entries  on  records  involving  posting  of  all  pertinent  information 
regarding  dates  of  admission  and  discharge,  nature  of  injury,  and  name 
of  doctor  in  charge. 

1|.  Makes  appointments  with  specialists  for  patients  reporting  new 
injuries  and  gives  current  history  on  present  condition  and  opinion  as 
to  whether  or  not  condition  is  due  to  injury  received  in  performance  of 
duty;  makes  appointments  with  claim  doctors  regarding  reoccurrence  of 
injury;  contacts  injured  persons  regarding  follow-up  examination;  corre- 
sponds with  doctors  requesting  progress  reports  on  patients. 

5.  Makes  determination  as  to  amount  of  money  paid  on  medical  and 
disability  claims. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  five  years  of  progressively  responsible  clerical  and  office 
experience  relating  to  industrial  accident  and  medical  insurance  claims. 


CLASS  TITLE:   SENIOR  CLAIMS  PROCESS  CLERK   (continued)     CODE:   3J4.76 

Knowledge 9  Abilities  and  Skills:  Requires  considerable  knowledge  of 
medical,  and  industrial  accident  procedures;  good  knowledge  of:  medical 
terminology  including  some  familiarity  with  the  human  anatomy,,  surgical 
procedures  and  legal  terminology,, 

Requires  ability  to:   deal  courteously,  effectively  and  tactfully 
with  a  variety  of  individuals  including  occasional  discussions  with 
mentally  disturbed  persons;  keep  accurate,  complete,,  detailed  medical 
and/or  industrial  claims,  reports  and  records;  operate  common  office 
machines  and  equipment „ 

PROMOTIVE  LINES: 

To:  Principal  Clerk 

From:   Claims  Process  Clerk 
Senior  Clerk 


CLASS  TITLE:  SENIOR  WATER  SERVICES  CLERK  CODE:   1U78 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  performs  difficult,  responsible  and  spec- 
ialized clerical  duties  in  the  commercial  division  of  the  water  depart- 
ment in  connection  with  establishing  and  maintaining  consumer  water 
service;  may  exercise  supervision  over  personnel  engaged  in  performing 
various  aspects  of  this  work;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:       reting,  enforcing 
and  carrying  out  existing  policies,  rules,  regulations  and  procedures 
relative  to  division  operations;  making  regular  contacts  with  other  de- 
partmental personnel  and  the  general  public  in  connection  with  water 
department  activities;  preparing  and  maintaining  a  wide  variety  of  complex 
records,  reports,  and  documents  relative  .to  commercial  division  operations. 

EXAMPLES  OF  DUTIES: 

1.  Plans,*  assigns  and  reviews  the  work  of  water  service  clerks  and 
related  personnel  in  the  receipt  of  applications  for  service  installa- 
tions, including  payments  for  cost  of  service,  deposits  for  service  in- 
stallation and  guarantee  deposits;  assigns,  checks  and  reviews  the  work 
of  district  water  servicemen  to  assure  performance  and  compliance  with 
orders  issued. 

2.  Reviews,  tabulates,  adjusts,  collection  station  remittances; 
maintains  record  of  collections,  postage  and  check  payments  for  monthly 
collection  station  services;  interviews  and  instructs  collection  station 
personnel. 

3.  Maintains  and  keeps  up-to-date  statistics  on  all  sources  of 
department  collections;  coordinates  and  computes  daily  information  as  to 
the  collection  department's  operations  for  monthly  and  annual  reports; 
checks,  proves  and  disburses  monthly  carfare,  telephone  and  parking  meter 
expense  vouchers  submitted  by  the  department's  employees. 

h.    Discusses  consumers  ledger  accounts  with  consumers,  as  necessary; 
audits  consumer  billings  as  to  service  charges,  water  charges,  minimum 
billing  and  total  billing  control;  maintains  related  records. 

5.  Posts  debits  and  credits  to  suspense  account  and  maintains  sus- 
pense balance;  posts  allowances,  transfers,  debits,  credits  to  active 
accounts  and  suspense  accounts;  maintains  customers  guarantee  deposit  ' 
account,  general  office  over-payments  and  refund  adjustments. 

6.  Calculates  involved  resale  customer  accounts  billing,  including 
demand  charges;  consolidates  billing  and  related  procedures;  maintains 
necessary  records.' 

7.  Is  responsible  for  the  tabulation  of  daily  payments;  makes  con- 
trol audit  sheets  for  account  clerks;  performs  involved  clerical  duties 
in  relation  to  collection  procedure  on  closed  accounts;  maintains  tabu- 
lations on  resale  customers  accounts  and  maintains  records  of  department 
operations. 

8.  Is  responsible  for  involved  clerical  work  in  connection  with 
meter  changes,  found-ons,  split  bills  and  related  clerical  work  pertain- 
ing to  commercial  division  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  progressively  responsible  clerical 
and  office  experience,  preferably  including  some  supervisory  experience, 
.particularly  as  required  in  the  commercial  division;  or  an  equivalent 


CLASS  TITLE:   SENIOR  WATER  SERVICES  CLERK  (Continued)  CODE:   lii?8 

combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of 
modern  clerical  and  office  methods,  practices,  procedures,  rules  and  reg- 
ulations, water  rates,  departmental  operations,  policies  and  methods. 

Requires  ability  to:  plan,  assign,  organize  and  review  clerical  and 
office  activities;  make  difficult  arithmetical  calculations;  maintain 
charts  and  reports;  deal  effectively  and  courteously  with  employees,  cus- 
tomers and  the  general  public;  supervise  subordinates  effectively. 

Requires  skill  in  the  application  of  modern  office  methods,  tech- 
niques and  procedures  to  practical  clerical  and  office  problems  as  they 
particularly  apply  to  commercial  division,  water  department  problems  and 
procedures. 

PROMOTIVE  LINES: 

To:  Principal  Water  Services  Clerk 

From:  Water  Services  Clerk 


CUSS  TITLE:   PRINCIPAL  WATER  SERVICES  CLERK  CODE:   11*80 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  supervising  the  activi- 
ties of  subordinate  water  service  personnel  engaged  in  various  and 
important  work  in  the  maintenance  of  consumer  service  and  fiscal  records 
and  related  activities  of  the  commercial  division  in  connection  with 
establishment  of  consumers'  credit,  current  accounts,  closed  accounts 
and  collections;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for  interpreting,  enforcing  and  carry- 
ing out  existing  policies,  rules  and  regulations  and  applicable  rates  as 
they  relate  to  consumers'  accounts,  collection  procedure,  credits  and 
closed  accounts;  making  regular  and  important  contacts  with  other  depart 
mental  personnel,  the  general  public  and  outside  organizations  in  connec-    «*»^ 
tion  with  commercial  division  activities. 

EXAMFLES  OF  DUTIES: 

1.  Plans,  assigns,  supervises  and  is  responsible  for  the  work  of 
subordinate  personnel  to  assure  conformance  with  existing  policies,  pro- 
cedures ;  rules  and  regulations,  rates  and  their  proper  interpretation  as 
they  apply  to  consumers'  accounts. 

?..   Supervises  and  is  responsible  for  the  preparation  and  maintenance 
of  a  wide  variety  of  records  and  reports  including  important  statistical 
reports  and  records  on  commercial  division  activities  and  operations. 

3.  Performs  difficult  clerical  work  involving  the  exercise  of  indi- 
vidual judgment  and  a  knowledge  of  applicable  laws,  rules  and  regulations, 
rates  and  departmental  procedures. 

h.   Answers  inquiries  of  the  general  public,  either  by  telephone, 
letter  or  personal  interview;  answers  departmental  inquiries  relating  to 
water  department  activities;  assists  in  resolving  a  wide  variety  of 
problems  and  complaints ,, 

5.  Reviews  daily  activities  and  resolves  day-to-day  problems  as 
they  apply  to  division  activities;  and  as  encountered  by  subordinate 
personnel. 

6.  Is  responsible  for  instructing  new  personnel  in  office  activi- 
ties and  procedures;  supervises  in-service  training  for  assigned 
activities, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plements a  by  at  least  six  years  of  progressively  responsible  and  div- 
ersified experience  in  the  commercial  division  of  the  water  department, 
including  at  least  two  years  of  supervisory  experience;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  extensive  knowledge  of: 
modern  clerical  and  office  methods,  procedure?  and  techniques;  the 
use  of  common  office  appliances  and  equipment;  departmental  organiza- 
tion, and  applicable  laws,  policies,  water  rates,  rules  and  regulations, 
particularly  as  they  apply  to  water  department  commercial  division 
rations. 
Requires  abj lity  to:   plan,  organize,  supervise,  and  be  respons- 
for  the  work  of  subordinate  personnel;  exercise  good  judgment  in 
edures  and  also  in  explaining  and  resolving  disputes  and  differ- 
ences arising  with  customers,  the  general  public  and  other  departmental 


CLASS  TITLE:   PRINCIPAL  WATER  SERVICES  CLERK  CODE:   1U80 

(Continued) 

personnel;  deal  effectively  and  courteously  with  consumers,  organizations 
and  the  general  public. 

Requires  considerable  skill  in  the  application  of  modern  office 
practices  and  procedures  to  practical  commercial  division  operations  and 
problems. 

PROMOTIVE  LINES: 

To:  Commercial  Division,  Assistant  Manager 

From;  Senior  Water  Services  Clerk 


CLASS  TITLE:   ZONING  CLERK  CODE:  11*82 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  specialized  clerical  and  zoning 
work  of  considerable  difficulty  in  the  administration  of  the  city  planning 
code;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting  existing 
policies  and  methods  relating  to  the  zoning  division  activities  and  oper- 
ations; making  regular  routine  contacts  with  the  general  public,  persons 
in  other  departments  and  outside  organizations  and  agencies  in  connection 
with  departmental  operations;  requires  independent  responsibility  for 
processing  and  maintaining  important  legal  and  technical  zoning  records. 

EXAMPLES  OF  DUTIES: 

1.  Provides  limited  zoning  information  to  the  public  and  accepts 
applications  for  re-zoning,  variances,  waivers  and  other  zoning  forms  and 
permits;  receipts  for,  records  and  deposits  fees  received  from  processing 
such  documents. 

2.  Prepares  zoning  cases  for  hearings;  sets  up  dockets,  prepares 
case  reports,  maintains  hearing  calendar  and  notifies  parties  concerned 
relative  to  hearing  dates;  prepares  notices  of  hearings  for  newspapers, 
follows  up  on  results  of  hearing,  prepares  resolutions  and  enters  final 
legal  determination  in  the  zoning  block  book. 

3.  Sets  up  and  maintains  zoning  files,  prepares  zoning  forms;  types 
stencils  and  prepares  routine  letters  relating  to  zoning  matters. 

li.  May  supervise  clerical  personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible  clerical 
and  office  experience  involving  handling  of  legal,  complex  clerical 
or  zoning  records;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of  working 
proce.xres,  techniques,  rules  and  regulations  as  provided  for  in  the 
city  planning  code. 

Requires  ability  to:   deal  courteously  and  effectively  with  others 
in  complex  and  controversial  situations  involving  the  city  planning  code; 
supervise  work  of  others }  operate  a  variety  of  standard  office  machines. 

PROMOTIVE  LINES: 

To:   Principal  Clerk 

From:  Senior  Clerk  Typist 

Senior  Clerk  Stenographer 
Senior  Clerk 


CLASS  TITLE:   EDUCATIONAL  CREDENTIALS  TECHNICIAN  CODE:   11*86 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  specialized  and  highly  responsible 
clerical  duties  in  the  processing  of  applications  for  educations  creden- 
tials and  certification;  interviews  and  advises  teachers  and  applicants 
on  applicable  state  and  county  rules  and  policies;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforcing 
established  practices  relating  to  the  processing  of  credential  applica- 
tions; making  continuous  contacts  with  teachers  and  applicants  requesting 
information  or  assistance;  preparing,  checking  and  reviewing  important 
documents  and  maintaining  accurate  unit  records. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  and  advises  teachers  and  applicants  regarding 
requirements  for  state  educational  credentials;  interviews  prospective 
teachers  and  present  employees  regarding  city  and  state  rules  and 
regulations  for  certification  and  retirement. 

2.  Processes  and  mails  credential  applications  to  the  state 
department  of  education  for  approval  or  rejection;  types  and  mails 
credential  expiration  notices  to  teachers. 

3.  Reviews  all  appointments  and  transfers  for  certification 
authorization;  analyzes  education  and  experience  of  applicants;  inter- 
prets codes  and  rules  and  approves  or  disapproves  appointments  based 
on  certification  standards. 

h-     Corresponds  with  applicants  and  teacher  training  institutions 
regarding  requirements  and  educational  courses  for  certification;  issues 
county  preliminary  certificates  for  student  teachers;  issues  county 
temporary  certificates;  witnesses  legal  documents,  oaths,  affidavits, 
permits  and  verifications. 

5.  Maintains  individual  form  cards  on  teachers  with  records  of 
state  credentials,  name  changes,  retirement,  resignation  and  dismissal. 

6.  Attends  annual  state  board  of  education  meeting  on  credential 
regulations,  and  prepares  a  comprehensive  report  of  such  meeting  for 
the  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  five  years  of  progressively  responsible  clerical 
experience  related  to  the  processing  and  maintenance  of  personnel 
records,  preferably  including  experience  relating  to  teachers;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  know- 
ledge of  modern  office  methods  and  practices;  laws  and  regulations 
applicable  to  the  requirements  for  teaching  certification. 

Requires  ability  to:   interpret  legal  codes,  rules  and  regulations 
relating  to  the  granting  of  educational  credentials  and  school  certifi- 
cation procedures;  establish  and  maintain  friendly  and  cooperative 
relations  with  applicants,  other  departmental  personnel  and  outside 
agencies. 


CLASS  TITLE:  EDUCATIONAL  CREDENTIALS  TECHNICIAN  (cont.)    CODE:   ll±86 
PROMOTIVE  LINES: 

To:   Chief  Clerk 

From:   Principal  Clerk 


CLASS  TITLE:  MESSENGER  CENTER  SUPERVISOR  CODE:  11*90 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  personnel,  operations  and 
procedures  of  the  hospital  messenger  center;  supervises  and  dispatches 
the  transporting  of  patients,  equipment,  materials  and  supplies  to  and 
from  various  wards  and  specific  departments,  supervises  the  sorting 
and  delivery  of  mail;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  and  explaining  methods 
and  procedures  to  a  number  of  subordinate  employees;  making  routine 
contacts  with  employees  in  various  departments;  keeping  routine  re- 
cords and  simple  reports  of  time  and  work  done. 

EXAMPLES  OF  JUTIES: 

1.  Supervises  the  messenger  center  personnel,  operations  and 
procedures;  answers  telephone  calls  and  dispatches  employees  to 
render  requested  services  in  the  picK-up  or  delivery  of  various  items, 
material,  supplies  and  equipment. 

2.  Dispatches  employees  to  make  special  deliveries  of  such  as 
certified  and  registered  letters  and  packages. 

3.  Supervises  the  receipt  and  delivery  of  physicians'  personal 
baggage,  also  distribution  of  doctors'  mail. 

h.      Supervises  and  dispatches  the  handling  and  transportation  of 
patients  from  various  wards  to  specific  departments  for  observation 
and  treatment. 

5.  Keeps  record  of  individual  employee's  time  and  makes  specific 
work  assignments;  maintains  records  of  work  performed,  inventories  and 
similar  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  experience  in  a  large  public  or  private 
institution  in  performing  general  office  clerical  duties  involving 
supervision  of  subordinates,  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of  over- 
all hospital  functions  and  activities. 

Requires  the  application  of  clerical  and  supervisory  skills  to 
establish  work  routines  and  procedures. 

PROMOTIVE  LINES: 

To:  Chie  '  Clerk 

From:  Senior  Clerk 


CLASS  TITLE:  ASSISTANT  CLERK,  BOARD  OF  SUPERVISORS       CODEt  1U92 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  legislative 
clerical  work  in  connection  with  the  activities  of  one  or  more  committees 
of  the  board  of  supervisors;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  and  explaining  legislative 
processes  of  the  board,  particularly  concerning  committees  to  which 
assigned;  making  regular  contacts  with  other  departmental  officials, 
members  of  the  board  and  the  general  public;  accumulating,  assembling 
and  preparing  data  and  information  for  the  various  committees  served. 

EXAMPLES  OF  DUTIES: 

1.  Assembles  and  files  data  related  to  matters  pending  before 
committees  served;  prepares  calendar  for  official  meeting  and  sends 
out  related  notices. 

2.  Attends  committee  meetings  and  maintains  notes  and  records 
on  committee  actions. 

3.  Prepares  resolutions  and  carries  out  other  directives 
authorized  by  the  committees;  prepares  official  advertising  relating 
to  legislative  actions. 

h.     Provides  information  to  the  public  and  other  city  depart- 
ments relative  to  resolutions  and  ordinances  enacted,  matters  pending 
before  the  board  and  its  committees,  and  related  matters. 

5.  Maintains  files,  records  and  reports  relating  to  board  and 
committee  activities;  performs  typing  and  stenographic  duties  as 
required  by  members  of  the  board  and  committees. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
clerical  and  stenographic  experience,  preferably  in  the  legal  or 
legislative  fields;  or  an  equivalent  combination  of  training  and 
experience. 

nowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
legislative  processes  of  the  board  of  supervisors;  applicable  laws 
and  regulations:  clerical  and  office  techniques  and  procedures. 

Requires  considerable  ability  to  write  effectively  and  prepare 
clear  and  concise  reports;  deal  effectively  and  courteously  with 
city  officials  and  the  general  public. 

Requires  sufficient  skill  in  typing  and  shortand  to  complete 
50  net  words  per  minute  and  110  words  per  minute,  respectively. 

PROMOTIVE  LINES: 

£0:  Chief  Assistant  Clerk,  Board  of  Supervisors 

From:   Senior  Legal  Stenographer 
Legislation  Clerk 


CUSS  TITLE:   CONFIDENTIAL  SECRETARY  TO  MANAGER,  CODE:   1502 

PARKING  AUTHORITY 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  a  wide  variety  of  difficult  and 
responsible  stenographic  and  general  clerical  work,  including  work  of 
a  confidential  nature;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  exist- 
ing methods  and  procedures  relative  to  operations  of  the  manager's 
office;  making  regular  contacts  with  the  general  public,  other  depart- 
mental personnel  and  representatives  of  outside  organizations  in  connec- 
tion with  office  operations; accumulating,  assembling  and  preparing  a 
variety  of  ordinary  and  confidential  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  a  wide  variety  of  routine  and  confi- 
dential dictation;  takes  and  transcribes  shorthand  notes  during 
meetings  and  conferences  of  the  Parking  Authority  and  prepares  such 
notes  for  approval  as  the  minutes  of  such  meetings. 

2.  Serves  as  receptionist  for  the  manager  in  answering  telephone 
calls,  receiving  office  callers  and  arranging  appointment  schedules. 

3.  Prepares  and  assembles  a  wide  variety  of  reports,  articles 
and  similar  documents  and  records  for  the  manager. 

U.  Stencils,  proof  reads,  mimeographs  and  assembles  a  variety 
of  reports,  articles,  speeches  and  other  documents. 

5.  Maintains  a  wide  variety  of  office  records  and  files. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  business  college  training  and  five  years 
of  progressively  responsible  secretarial  and  clerical  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  office  techniques  and  procedures  and  the  use  of  standard 
office  machines  and  appliances. 

Requires  considerable  ability  to:  maintain  a  variety  of  detailed 
and  complex  records  and  select  data  and  prepare  complex  reports;  take 
and  transcribe  dictation  with  speed  and  accuracy;  deal  courteously 
and  effectively  with  the  general  public. 

Requires  considerable  skill  in  the  use  and  operation  of  office 
machines  and  equipment. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination 


CLASS  TITLE:   CONFIDENTIAL  SECRETARY  TO  SHERIFF  CODE:   l50l 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  a  -wide  variety  of  secretarial  and  office 
tasks,  some  of  which  are  of  a  confidential  nature  in  connection  with  the 
operations  of  the  sheriff's  office;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  interpreting  and  carrying  out  exist- 
ing methods  and  procedures  relative  to  the  operations  of  the  sheriff's 
office;  making  regular  contacts  with  the  general  public,  other  depart- 
mental personnel  and  outside  organizations  and  representatives  in  con- 
nection with  sheriff's  office  operations;  preparing  and  reviewing 
important  operational  and  confidential  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  routine  office  and  confidential  cor- 
respondence for  the  sheriff. 

2.  Maintains  a  variety  of  office  files  and  records  and  prepares 
various  reports  on  office  operations. 

3.  Reviews  and  analyzes  clerical  and  office  methods  and  procedures 
and  prepares  recommendations  for  changes  or  installation  of  new  procedures. 

h»     Is  responsible  for  the  preparation  of  time  rolls  and  related 
documents  for  the  sheriff's  department. 

5.  Assists  in  the  preparation  of  the  annual  budget  for  the 
department . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  two  years  of  business  college  training  and  five  years  of 
progressively  responsible  secretarial  and  office  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  modern  office  techniques,  methods  and  procedures  and  the  use  of 
common  office  appliances;  the  rules,  regulations,  laws  and  ordinances 
applicable  to  the  operations  of  the  sheriff's  office. 

Requires  considerable  ability  to:  maintain  complex  office  files 
and  records  and  prepare  related  operational  reports;  take  and  transcribe 
shorthand  notes  with  a  high  degree  of  speed  and  accuracy;  deal 
effectively  and  courteously  with  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   CONFIDENTIAL  SECRETARY  TO  PUBLIC  DEFENDER    CODE:   1$10 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  a  wide  variety  of  confidential  and  routine 
clerical  and  stenographic  work  for  the  public  defender;  supervises  the 
activities  of  a  small  clerical  staff  engaged  in  office  activities;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  carrying  out  and  enforc- 
ing existing  methods  and  procedures  relative  to  the  operation  of  the 
public  defender's  office;  making  regular  contacts  with  other  departmental 
personnel,  the  general  public  and  outside  organizations  in  providing  infor- 
mation concerning  the  operations  of  the  public  defender's  office;  requires 
responsibility  for  preparing  and  reviewing  important  and  detailed  reports 
and  records  relative  to  office  operations. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  a  wide  variety  of  ordinary  and  confidential 
dictation  involving  legal  terminology. 

2.  Serves  as  receptionist  in  receiving  telephone  calls  and  office 
visitors. 

3.  Prepares  appointment  schedules  and  maintains  appointment  calendar. 
h.        Assigns  and  reviews  clerical  and  office  tasks  of  subordinate 

personnel;  is  responsible  for  the  maintenance  of  all  office  files  and  records. 

5.  Prepares  and  supervises  the  preparation  of  various  departmental 
records  and  reports. 

6.  Transmits  instructions  from  the  public  defender  to  other  staff 
members. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  two  years  of  business  college  training  and  five  years  of  progres- 
sively responsible  secretarial  and  office  management  experience,  preferably 
in  the  legal  field;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
modern  office  operations,  techniques  and  procedures  and  the  use  of  common 
office  appliances;  legal  terminology. 

Requires  considerable  ability  to:  assign,  supervise  and  review  the 
work  of  subordinate  personnel;  maintain  a  wide  variety  of  office  records  and 
prepare  clear  and  concise  operational  reports;  deal  effectively  and  court- 
eously with  the  general  public;  take  and  transcribe  shorthand  notes  with  a 
high  degree  of  speed  and  accuracy. 

PROMOTIVE  LINES: 

To:   No  Normal  Lines  of  Promotion  -  Class  Exempt  From  Examination. 


CLASS  TITLE:  CONFIDENTIAL  SECRETARY  TO  SUPERINTENDENT      CODE:  iSlh 
OF  SC IDOLS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  a  wide  variety  of  confidential  and  routine 
clerical,  stenographic  and  administrative  work  for  the  superintendent 
of  schools;  supervises  the  activities  of  a  small  office  staff  engaged  in 
stenographic  and  clerical  activities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out  and  interpreting  existing 
policies  and  procedures  relative  to  the  operations  of  the  superintendent's 
office;  making  regular  contacts  with  the  general  public,  other  depart- 
mental personnel  and  various  organizations  and  their  representatives 
relative  to  providing  information  on  the  operations  of  the  superintendent's 
office;  preparing  and  reviewing  important  office  operational  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  a  variety  of  ordinary  and  confidential 
dictation;  drafts  and  prepares  a  variety  of  reports  and  statements 
relative  to  the  operations  of  the  superintendent's  office. 

2.  Transmits  instructions  from  the  superintendent  to  other  staff 
members;  interprets  and  explains  policies  and  procedures  relative  to 
office  operations. 

3.  Handles  routine  complaints  personally  or  routes  such  complaints 
to  proper  sources  for  investigation  and  action. 

1;.  Answers  correspondence  not  requiring  handling  by  the 
superintendent;  receives  calls  and  makes  appointments  for  the 
superintendent  and  keeps  appointment  calendar  current. 

5.  Assigns,  supervises  and  reviews  the  work  of  secretarial  and 
clerical  personnel  in  the  superintendent's  office. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  business  college  training  and  five  years 
of  progressively  responsible  secretarial  and  office  management 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modem  office  operations,  techniques  and  procedures  and  the  use  of 
common  office  appliances;  the  policies,  procedures  and  operations  of 
the  school  system. 

Requires  considerable  ability  to:   assign,  supervise  and  review  the 
work  of  subordinate  personnel;  deal  effectively  and  courteously  with 
departmental  personnel  and  the  general  public;  maintain  a  wide  variety 
of  office  records  and  files  and  prepare  clear  and  concise  operational 
reports;  take  and  transcribe  shorthand  notes  with  a  high  degree  of 
speed  and  accuracy. 

PROMDTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   CONFIDENTIAL  SECRETARY  TO  ASSESSOR  CODE:   l$l8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  a  wide  variety  of  administrative  assignments 
for  the  assessor  in  connection  with  the  operations  of  the  assessor's  office; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  coordinating  and  interpreting  existing 
methods  and  procedures  relating  to  assessment  and  related  activities  and 
problems  of  the  assessor's  office;  making  regular  contacts  with  the  general 
public,  other  departmental  personnel  and  outside  organizations  and  their 
representatives  in  connection  with  the  activities  of  the  assessor's  office; 
the  preparation  of  a  variety  of  records  and  reports  including  confidential 
reports  on  tax  assessment  and  operational  matters. 

EXAMPLES  OF  DUTIES: 

1.  Makes  confidential  investigations  covering  assessment  and  relat- 
ed problems;  makes  special  investigations  as  may  be  assigned  by  the  assessor. 

2.  Acts  for  the  assessor  in  interviewing  tax  payers  and  assisting  in 
resolving  their  problems. 

3.  Performs  research  and  analysis  of  a  variety  of  problems  relative 
to  tax  assessment  activities. 

U.   Conducts  correspondence  and  prepares  reports  as  required  by  the 
assessor. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  public 
or  business  administration  or  closely  related  fields. 

Requires  five  years  of  progressively  responsible  office  and  administra- 
tive experience,  preferably  including  experience  in  governmental  operations; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  modern 
office  operations,  methods,  techniques,  procedures  and  the  use  of  common 
office  appliances. 

Requires  ability  to:  meet  and  deal  effectively  and  courteously  with 
the  general  public  and  representatives  of  various  organizations;  analyze 
various  problems  and  prepare  sound  written  and  oral  reports  on  such 
problems. 

PROMOTIVE  LINES: 

To:   No  Normal  Lines  of  Promotion  -  Class  Exempt  From  Examination 


CLASS  TITLE:   CONFIDENTIAL  SECRETARY  TO  DISTRICT  ATTORNEY      CODE:   l£20 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  a  wide  variety  of  confidential  and  routine 
clerical  and  stenographic  work  for  the  district  attorney;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  carrying  out  existing 
methods  and  procedures  relative  to  the  operations  of  the  district 
attorney's  office;  making  regular  responsible  contacts  with  other  depart- 
mental personnel,  the  general  public  and  outside  law  enforcement  agencies 
in  connection  with  office  operations;  preparing  and  maintaining  important 
and  detailed  records  and  reports  relating  to  cases  handled  by  the  district 
attorney's  office. 

EXAMPLES  OF  DUTIES: 

1.  Takes  and  transcribes  a  wide  variety  of  ordinary  and  confidential 
dictation  involving  the  use  of  legal  terminology. 

2.  Transcribes  indexes  and  files  tape  recordings  relating  to  crimi- 
nal cases  handled  by  the  district  attorney's  office. 

3.  Prepares  and  maintains  confidential  files  and  records  relating 
to  office  operations. 

h.   Takes  verbatim  statements  from  individuals  reporting  confiden- 
tial matters  to  the  district  attorney. 

5>.  Prepares  appointment  schedules  and  maintains  the  district 
attorney's  appointment  calendar. 

6.  Transmits  instructions  from  the  district  attorney  to  other  depart- 
mental personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  two  years  of  business  college  training  and  five  years  of 
progressively  responsible  secretarial  and  office  experience,  preferably 
in  the  legal  field;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  modern  office  practices,  techniques  and  procedures  and  the  use  of 
common  office  equipment;  legal  terminology. 

Requires  considerable  ability  to:   maintain  a  wide  variety  of  con- 
fidential and  ordinary  office  records  and  reports;  deal  effectively  and 
courteously  with  the  general  public,  other  department  al  personnel  and 
law  enforcement  agencies;  take  and  transcribe  shorthand  notes  with  a 
high  degree  of  speed  and  accuracy. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   CONFIDENTIAL  SECRETARY  TO  CITY  ATTORNEY     CODE:   1522 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  and  organizing  the 
clerical  detail  and  personnel  of  the  city  attorney's  office;  directs 
all  non-legal  administrative  functions  of  the  office;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and  enforc- 
ing existing  methods  and  procedures  relative  to  office  operations;  making 
regular  contacts  with  the  general  public,  other  departmental  personnel 
and  representatives  of  outside  organizations  relative  to  the  operations 
and  administration  of  the  city  attorney's  office;  preparing,  checking  and 
reviewing  important  records  and  reports  relating  to  office  operations. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  activities  of  office  clerical 
personnel  and  instructs  such  personnel  in  office  procedures,  rules  and 
regulations. 

2.  Reviews  and  analyzes  a  variety  of  reports  and  documents  relat- 
ing to  legal  procedures  and  prepares  recommendations  to  the  city  attorney 
on  same. 

3.  Prepares  and  supervises  the  preparation  of  reports  reflecting 
the  status  of  various  legal  cases. 

li.   Compiles  a  variety  of  information  in  connection  with  the  prep- 
aration of  departmental  annual  reports. 

5.   Supervises  and  participates  in  the  preparation  of  the  depart- 
mental budget  and  is  responsible  for  record  keeping  relative  to  depart- 
mental expenditures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  public  or  business  administration  or  closely  related  fields. 

Requires  five  years  of  progressively  responsible  clerical  and 
office  administrative  experience,  preferably  of  a  legal  nature,  includ- 
ing two  years  of  responsible  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  office  methods,  procedures  and  administration;  legal  termin- 
ology and  legal  processes. 

Requires  considerable  ability  to:  review,  analyze  and  make  recom- 
mendations on  a  variety  of  office  problems  and  operations;  plan,  assign 
and  direct  the  activities  of  subordinate  personnel;  deal  effectively  and 
courteously  with  the  general  public. 

PROMOTIVE  LINES: 

To:  No  Normal  Lines  of  Promotion  -  Class  Exempt  From  Examination. 


CUSS  TITLE:  CONFIDENTIAL  SECRETARY  TO  MAYOR  CODE:  1^26 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  a  wide  variety  of  assignments  for 
the  mayor  and/or  his  executive  secretary  in  connection  with  the  operations 
and  responsibilities  of  the  mayor's  office;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and  carry- 
ing out  existing  policies  and  procedures  relating  to  the  activities  of 
the  mayor's  office;  making  regular  contacts  with  a  variety  of  individuals 
concerning  explanations  and  interpretations  of  activities  of  the  mayor's 
office;  gathering  a  variety  of  data  and  information  and  preparing  a 
variety  of  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Carries  out  a  wide  variety  of  assignments  in  connection  with 
public  relations  and  administrative  operations  of  the  mayor's  office. 

2.  Performs  research  on  a  wide  variety  of  subjects  and  prepares 
written  reports  and  recommendations  in  connection  therewith. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration  or  closely  related  fields. 

Requires  six  years  of  progressively  responsible  administrative 
and  office  experience,  preferably  including  experience  in  public 
relations  and  municipal  government  activities;  or  an  equivalent 
combination  of  training  and  experience. 

towledge,,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  public  relations  and  office  administration  techniques  and 
procedures;  municipal  government  operations. 

Requires  unusual  ability  to:  meet  and  deal  effectively  and 
courteously  with  the  general  public,  other  departmental  officials  and 
representatives  of  various  civic  and  business  organizations;  review 
and  analyze  a  variety  of  problems  and  projects  and  prepare  sound 
written  and  oral  reports  and  recommendations  on  such  problems. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CUSS  TITLE:   SECRETARY,  FIRE  COMMISSION  CODE:  l5UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and 
responsible  office  and  administrative  work  in  connection  with  the 
operations  of  the  fire  commission;  plans,  assigns  and  directs  the 
activities  of  clerical,   stenographic  and  fiscal  personnel  engaged 
in  such  work;  serves  as  secretary  to  the  fire  commission;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and 
carrying  out  methods  and  procedures  relative  to  the  operations  of  the 
fire  commission  office;  making  regular  contacts  with  other  departmental 
personnel,  outside  organizations  and  agencies  and  the  general  public 
relative  to  the  operations  of  the  fire  commission  office;  requires 
over-all  supervisory  responsibility  for  the  preparation  and  maintenance 
of  operational,  financial  and  personnel  records. 

EXAMPLES  OF  DUTIES: 

1.  Is  responsible  for  the  maintenance  of  departmental  personnel 
records,  the  preparation  and  distribution  of  payrolls  and  payroll  costs. 

2.  Issues  requisitions  for  the  purchase  of  materials  and  supplies 
for  the  various  fire  companies,  pumping  stations  and  other  departmental 
facilities. 

3.  Approves  charges  for  repairs  and  maintenance  of  fire  department 
installations. 

h*      Prepares  a  variety  of  correspondence  relative  to  the  adminis- 
trative functions  of  the  fire  department. 

5.  Maintains  records  of  all  proceedings  of  the  fire  commission  and 
assures  that  commission  actions  are  properly  executed. 

6.  Represents  the  board  of  fire  commissioners  at  hearings  before 
the  finance  committee  on  budget  matters  and  before  other  boards  and 
hearings. 

7.  Serves  as  liaison  for  the  fire  commission  with  other  city 
departments;  investigates  and  reports  to  the  commission  on  all  claims 
for  damages  against  the  fire  department. 

8.  Prepares  and  processes  claims  for  settlement. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  administration  or  a  closely  related  field. 

Requires  at  least  six  years  of  progressively  responsible  adminis- 
trative and  office  management  experience,  including  two  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  office  management  and  administrative  techniques  and 
methods;  laws,  ordinances  and  regulations  applicable  to  the  functions 
of  the  fire  department. 


CLASS  TITLE:   SECRETARY,  FIRE  COMMISSION   (continued)       CODE:   15U0 

Requires  considerable  ability  to:  plan,  assign  and  direct  the 
activities  of  subordinate  personnel]  meet  and  deal  effectively  and 
courteously  with  other  departmental  officials,  representatives  of  out- 
side organizations,  agencies  and  the  general  public;  review,  evaluate 
and  supervise  the  maintenance  and  preparation  of  a  wide  variety  of 
departmental  reports  and  records. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CUSS  TITLE:   SECRETARY,  LIBRARY  COMMISSION  CODE:   iSUh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  assist- 
ing the  city  librarian  in  directing  the  administrative  affairs  of  the 
library  department  within  the  policies  established  by  the  library  com- 
mission; plans,  assigns  and  directs  the  activities  of  subordinate 
clerical,  stenographic  and  financial  personnel  engaged  in  such  work; 
serves  as  secretary  to  the  library  commission  and  its  various  committees; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and  carrying 
out  existing  policies  and  procedures  relative  to  the  administrative  affairs 
of  the  library  and  its  commission;  making  regular  contacts  with  other 
departmental  officials,  outside  organizations  and  agencies  and  the  general 
public  in  connection  with  administrative  functions  and  procedures  of 
library  and  commission  operations;  preparing,  checking  and  reviewing  im- 
portant and  detailed  operation,  financial  and  similar  records  and  reports 
reflecting  library  operations. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  preparation  of  the  department  annual  budget  and 
reviews  expenditures  of  departmental  funds. 

2.  Maintains  and  supervises  the  maintenance  of  proper  accounting 
records  of  expenditures  and  receipts  of  library  funds. 

3.  Inspects  the  physical  condition  of  library  facilities  to  determine 
the  need  for  repairs,  maintenance  and  improvements  of  such  facilities; 
initiates  action  necessary  to  make  improvements  to  library  facilities. 

U.   Reviews  and  inspects  the  work  of  building  maintenance  and  custod- 
ial personnel  to  assure  adequate  care  and  servicing  of  library  facilities. 

5.  Records  and  -transcribes  the  minutes  of  library  commission  meetings 
and  the  meetings  of  its  various  committees. 

6.  Serves  as  representative  of  the  library  department  at  a  variety 
of  business  and  social  functions  and  before  committees,  groups  and  business 
organizations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration  or  a  closely  related  field. 

Requires  at  least  six  years  of  progressively  responsible  administrative 
and  office  management  experience,  including  two  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  administrative  and  office  management  techniques  and  pro- 
cedures; the  organization  and  functions  of  the  library  department  and 
commission. 


CLASS  TITLE:   SECRETARY,  LIBRARY  COMMISSION  (continued)    CODE:   l£IU± 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
activities  of  subordinate  clerical  and  fiscal  personnel;  exercise  good 
judgment,  tact  and  resourcefulness  in  dealing  with  the  general  public ^ 
outside  organizations  and  city  officials  on  departmental  administrative 
matters;  maintain  a  variety  of  complex  records  and  prepare  reports  of 
library  activities  and  operations. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination,, 


CUSS  TITLE:   SECRETARY,  PUBLIC  WELFARE  COMMISSION  CODE:  15U8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and 
responsible  office  and  secretarial  work  in  connection  with  the  activities 
of  the  public  welfare  commission;  serves  as  secretary  to  the  commission 
and  its  committees;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  the  policies  and  procedures 
relative  to  the  operation  of  the  public  welfare  commission  office;  making 
regular  contacts  with  other  departmental  personnel,  outside  organizations 
and  agencies  and  the  general  public  relative  to  the  operations  of  the 
commission  office;  preparing  and  maintaining  operational,  financial  and 
other  records  and  reports  of  commission  activities. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  secretary  to  the  public  welfare  commission;  prepares 
meeting  agendas  and  records;  transcribes  and  processes  the  minutes  of 
commission  and  committee  meetings;  arranges  for  hearings  by  the  commission; 
maintains  records  of  committee  and  commission  meetings  and  hearings; 
certifies  all  official  commission  documents  and  resolutions. 

2.  Maintains  required  indexes  and  files  relating  to  commission  meet- 
ings and  actions  and  activities  of  other  agencies  as  they  may  relate  to  or 
affect  the  commission. 

3.  Answers  questions  regarding  public  welfare  laws,  rules  and  regu- 
lations from  the  general  public  and  other  interested  parties. 

h.     Prepares  speeches,  publicity  and  other  information  releases  on 
commission  actions  and  activities. 

5.  Processes  all  personnel  transactions  involving  commission 
personnel. 

6.  Gathers  materials  and  prepares  basic  draft  of  the  departmental 
annual  report. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration  or  a  closely  related  field. 

Requires  at  least  five  years  of  progressively  responsible  clerical, 
secretarial  and  general  office  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  modern  office  organization,  management  and  secretarial  techniques 
and  methods;  existing  laws,  ordinances  and  codes  applicable  to  the 
functions  of  the  public  welfare  department. 

Requires  considerable  ability  to:  meet  with  and  deal  effectively 
and  courteously  with  other  departmental  officials,  representatives  of 
outside  organizations  and  agencies  and  the  general  public;  gather,  pre- 
pare and  maintain  a  wide  variety  of  detailed  and  important  departmental 
reports  and  commission  records  and  files. 


CLASS  TITLE:   SECRETARY,  PUBLIC  WELFARE  COMMISSION  CODE:   1&8 

(Continued) 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:   SECRETARY,  PUBLIC  UTILITIES  COMMISSION        CODE:  1552 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and 
responsible  office  and  administrative  work  in  connection  with  the  opera- 
tions of  the  general  office  of  the  pubic  utilities  commission;  plans, 
assigns  and  supervises  the  activities  of  clerical  and  stenographic 
personnel;  serves  as  secretary  to  the  public  utilities  commission;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and  carry- 
ing out  policies  and  procedures  relative  to  the  operation  of  the 
commission's  office;  making  regular  responsible  contacts  with  other 
departmental  personnel,  outside  agencies  and  organizations  and  the  general 
public  relative  to  the  operation  of  the  commission's  office;  gathering, 
preparing  and  reviewing  important  operational  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Is  responsible  for  the  preparation  of  all  commission  calendars 
and  recording  and  transcribing  the  minutes  of  commission  meetings. 

2.  Serves  as  liaison  with  other  departments  and  branches  of  the 
city  government  in  connection  with  the  collection  of  information,  facts, 
reports,  statistics  and  other  matters  relevant  to  inclusion  on  the  com- 
mission calendar  or  presentation  to  the  commission  for  review;  advises 
city  departments  as  to  the  action  taken  by  the  commission  on  various 
subjects. 

3.  Releases  information  on  commission  actions  to  the  press  prior 
to  and  after  commission  meetings. 

h.  Receives,  opens  and  reads  bids  for  public  utilities  contracts 
and  leases;  reviews  bids  to  assure  proper  contract  procedure  and  makes 
followup  review  to  assure  proper  execution  of  contracts  and  leases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration  or  a  closely  related  field. 

Requires  at  least  six  years  of  progressively  responsible  administra- 
tive and  office  management  experience,  including  two  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
modern  office  management  and  administrative  techniques  and  methods;  exist- 
ing laws,  ordinances  and  regulations  applicable  to  the  functions  of  a 
public  utilities  commission. 

Requires  considerable  ability  to:   meet  with  and  deal  effectively  and 
courteously  with  other  departmental  officials,  representatives  of  outside 
organizations,  agencies  and  the  general  public;  review,  evaluate  and 
supervise  the  maintenance  and  preparation  of  a  wide  variety  of  departmental 
reports  and  records. 


CLASS  TITLE:  SECRETARY,  PUBLIC  UTILITIES  COMMISSION        CODE:   1552 
(Continued) 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion ;   position  exempt  from  examination. 


CLASS  TITLE:   ADMINISTRATIVE  SECRETAk • .       LANNING      CODE:   1556 
COMMISSION 

CHARACTERISTICS  OF  THE  CL. 

Sui  ,  performs  the  duties  of 

secretary  to  the  city  planning  commission  in  maintaining  records  of 
meetings,  hearings  and  official  actions  of  the  commission  and  certifying 
all  official  commission  documents  and  resolutions;  serves  a3  adminis- 
trative assistant  to  the  city  planning  director  in  managing  the  non- 
technical aspects  of  the  operation  of  the  department;  and  performs 
related  duties  as  required. 

Requires  major  respons.ibi.lity  for:   assisting  in  developing, 
coordinating  and  executing  policy  and  meLhods  of  the  city  planning 
commission  and  city  planning  director; unking  continuing  personal  con- 
tacts with  employees,  representatives  of  organizations  and  groups, 
commissions  and  boards,  requiring  discussion,  explanation  and  inter- 
pretation of  policies,  codes,  rules  and  regulations;  directing  the 
preparation  and  approving,  reviewing  and  maintaining  important  legal 
and  technical  reports  and  records . 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and/or  prepares  and  distributes  agenda,  notices, 
minutes  and  resolutions  of  the  city  planning  commission;  prepares 
correspondence  for  members  of  the  commission;  answers  telephone  calls 
and  correspondence  to  explain  policy  and  actions  of  the  commission. 

2.  Supervises  timekeer  rig  and  payroll  procedures,  accounting 
activities,  disbursement  of  funds,  requisitioning,  purchasing  and 
inventory  control  of  equipment  and  supplies;  supervises  the  prepara- 
tion of  data  for  budget  requests  and  prepares  budget  requests  in 
accordance  with  policy. 

3.  Supervises  the  processing  of  personnel  documents  and  records; 
develop c  Derformance  standards,,  reports,  and  training  programs; 
conducts  investigations  and  studies  on  administrative  matters  and 
prepares  reports  and  recommendations  to  the  director. 

U.  Attends  meetings,  gives  speeches  at  neighborhood  improvement 
clubs,  civic  organizations  and  planning  groups  to  explain  and  interpret 
city  planning  and  administrative  problems;  serves  as  liaison  between 
city  planning  and  other  jity  departments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university, with  a  baccalaureate  degree,  with  major  course 
work  in  public,  personnel  or  business  administration  or  closely  related 
fields. 

Requires  six  years  of  progressively  responsible  office  and 
administrative  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   administrative  and  personnel  management,  public  .""inance  budgeting 
and  accounting  and  statistical  techniques  and  methods;  modern  office 
methods  and  procedures;  charter  provisions,  codes  and  ordinances 
pertaining  to  city  planning  and  its  related  activities. 


CLASS  TITLE;  ADMINISTRATIVE  SECRETARY,  CITY  PLANNING        C0DE:   T-556 
COMMISSION  (continued) 

Requires  ability  to:   evaluate  and  edit  reports  and  recommendations; 
prepare  ordinances,  resolutions,  rules  and  procedures]  plan  and  super- 
vise the  work  of  others;  prepare  reports  and  make  recommendations;  work 
effectively  with  others. 

PRQM3TIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE;   EXECUTIVE  SECRETARY  TO  THE  BOARD  OF  CODE:   1570 

PERirT  APPEALS 

CHARACTERISTICS  OF  THE  CLASS- 

Subject  to  top  management  approval,  acts  as  secretary  and  executive 
officer  in  handling  all  the  affairs  and  activities  of  the  board  of  permit 
appeals;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating,  orig- 
inating and  executing  policy  and  mei-hods  of  the  board;  malting  regular 
contacts  involving  meeting  and  dealing  with  responsible  officials  and 
persons  and  explaining  and  interpreting  legal  rights,  appeal  procedures 
and  policies;  requires  over-all  supervisory  responsibility  for  the  pre- 
paration, review  and  maintenance  of  important  legal  records  and  reports 
of  the  board. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  the  minutes  and 
calendar  of  the  board  of  permit  appeals:  executes  forms  and  documents 
and  transmits  communications  in  accordance  with  board  actions. 

2.  Does  legal  research;  studies  interpretations  of  codes  and 
laws  involved  in  appeal  matters  and  advises  the  board  accordingly; 
makes  investigations  on  appeal  matters  and  reports  to  the  board  on 
findings;  prepares  and  issues  notice  of  decision  or  order  to  appellants 
and  departments  of  the  city  government. 

3.  Maintains  records  of  proceedings;  receives,  answers  and  files 
correspondence  of  the  board;  prepares  calendar  and  notifies  persons 
concerned;  prepares  ordinances,  resolutions  and  reports  as  directed  by 
the  board. 

U.  Advises  the  general  public  with  re,  ,-  rd  to  their  rights  in 
filing  notices  of  appeal,  appeal  procedures  and  policy. 

5.  Receives  filing  fees  and  deposits  with  the  treasurer;  prepares 
and  submits  annual  budget  and  financial  statement;  represents  board  of 
permit  appeals  at  board  of  supervisor  hearings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  business  administration^  law,  economics,  public  administration 
or  political  science. 

Requires  four  years  of  legal,  business,  or  public  administrative 
experience;  or  an  equivalent  combination  of  training  and  expe  ience. 

■•iedge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  codes,  ordinances,  charter,  and  other  legal  provisions  relating 
to  the  board  of  permit  appeals;  principles  of  administration  and  office 
management;  public  relations,  court  procedures  and  inter-relationships 
of  city  departments  and  activities. 


CLASS  TITLE:  EXECUTIVE  SECRETARY  TO  THE  BOARD  OF  CODE:   1^70 

PERMIT  APPEALS  (continued) 

Requires  ability  to:  plan,  organize  and  direct  the  activities  of 
a  small  specialized  activity;  perform  investigations  and  gather  facts ; 
establish  and  maintain  effective  working  relations  with  department 
heads,  representatives  of  business  and  industry,  professional  groups 
and  the  general  public;  prepare  reports  and  maintain  important  legal 
records. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CUSS  TITLE:   EXECUTIVE  SECRETARY  TO  THE  CONTROLLER        CODE:  iSlh 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  super- 
vising the  administrative  detail  of  the  controller's  office;  assigns, 
supervises  and  reviews  the  work  of  subordinate  secretarial  and  office 
clerical  personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  en- 
forcing existing  methods  and  procedures  relative  to  the  operations  of 
the  controller's  administrative  office;  making  regular  contacts  with 
other  departmental  personnel,  the  general  public  and  outside  organiza- 
tions and  their  representatives  in  connection  with  the  clerical  and 
administrative  functions  of  the  controller's  office;  requires  over-all 
supervisory  responsibility  for  the  preparation  and  maintenance  of  files, 
records  and  reports  relative  to  the  administrative  functions  of  the 
controller's  office. 

MINIMUM  QUALIFICATIONS: 

1.  Acts  as  executive  secretary  to  the  controller;  receives  and 
screens  callers  and  maintains  appointment  calendar. 

2.  Is  responsible  for  requisitioning,  allocating  and  distributing 
material,  supplies  and  equipment  and  contractual  services  for  the 
controller's  office. 

3.  Is  responsible  for  supervising  the  maintenance  of  office 
personnel  records  and  insurance  and  surety  bonds  on  city  and  county 
officers  and  employees. 

U.  Maintains  the  registration  of  claims  for  damages  against  the 
city  and  county  and  processes  and  supervises  the  processing  of  related 
documents  and  papers. 

5.  Prepares  a  variety  of  correspondence  related  to  administrative 
office  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  two  years  of  business  college  training  and  five  years 
of  responsible  secretarial,  clerical  and  administrative  office  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  office  operations,  techniques  and  procedures  and  the  use 
of  common  office  appliances;  policies,  procedures  and  operations  of 
the  controller's  office;  the  laws,  rules  and  regulations  applicable  to 
the  operations  of  the  administrative  office  of  the  controller. 

Requires  ability  to:  plan,  assign,  supervise  and  review  the  work 
of  clerical  personnel;  maintain  a  wide  variety  of  office  records  and 
files  and  prepare  reports  on  office  operations. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:  EXECUTIVE  SECRETARY  TO  THE  MAYOR  CODE:   1578 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  serves  as  chief  assistant  to 
the  mayor  in  carrying  out  the  executive  and  administrative  duties  of  the 
mayor's  office;  performs  highly  responsible  and  sensitive  administrative 
duties  and  public  relations  work  in  connection  therewith;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   executing  and  coordinating 
administrative  policies  and  procedures  affecting  a  wide  variety  of  city 
operations  and  departments;  making  continuing  contacts  with  administrative 
officials,  representatives  of  groups  and  all  levels  of  public  officials 
and  private  citizens  in  handling  difficult  negotiations  on  sensitive 
situations.  Requires  over-all  responsibility  for  preparing,  reviewing, 
approving  and  supervising  the  maintenance  of  administrative  records  and 
reports  relative  to  the  operations  of  the  mayor's  office  and  chief 
executive ' s  office . 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  official  representative  of  the  mayor  at  public 
meetings  and  various  social  and  business  functions. 

2.  Assists  in  maintaining  contacts  with  all  municipal  departments 
and  outside  governmental  agencies  in  connection  with  office  operations 
and  public  relations  responsibilities  of  the  mayor's  office. 

3.  Plans,  assigns  and  directs  the  activities  of  subordinate 
administrative,  clerical  and  office  personnel  in  the  mayor's  office. 

h-     Directs  all  publicity  and  public  relations  activities  of  the 
mayor's  office. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
public  relations,  public  administration  or  closely  related  fields. 

Requires  ten  years  of  administrative  and  executive  experience  in 
governmental  operations  and  public  relations  work;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  municipal  operations,  laws,  policies  and  regulations  particularly  as 
they  apply  to  the  operations  of  the  chief  executive's  office;  public 
relations  techniques  and  methods  and  their  application  to  extensive  and 
varied  public  relations  problems;  modern  office  management  and  admin- 
istrative methods  and  procedures. 

Requires  unusual  ability  to:   carry  out  a  wide  variety  of  public 
relations  activities  and  exercise  a  high  degree  of  tact,  diplomacy  and 
understanding  in  handling  public  relations  and  administrative  matters 
of  the  mayor's  office;  speak  effectively  before  public  meetings  and 
various  civic  groups  and  organizations;  plan,  assign  and  direct  highly 
diversified  administrative,  clerical  and  office  operations. 


CLASS  TITLE:   EXECUTIVE  SECRETARY  TO  THE  MAYOR  CODE:   1578 

(continued) 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   COMPTOMETER  OPERATOR  CODE:   1602 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  comptometer  to  calculate  and 
verify  extensions,  footings  and  others  computations;  and  performs  rela- 
ted duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  in  calculating  and  verifying  computations;  preparing  and 
checking  important  and  detailed  operational  and  financial  records  and 
reports.  Nature  of  work  requires  continuous  close  attention  for 
accurate  results  and  some  dexterity  in  the  use  of  fingers  in  the  opera- 
tion of  office  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Posts  daily  passenger  records;  checks  and  balances  all  postings 
that  are  made  to  statements  and  reports;  compiles  daily  revenue  from 
individual  fare  boxes;  calculates  transfers  and  total  passengers  by 
percentage. 

2.  Posts  daily  timecards  by  rates  and  class  and  balances  daily; 
cross-totals  individual  hours  and  converts  same  to  semi-monthly  gross 
earnings;  prepares  work  sheets  consisting  of  report  of  daily  earnings 
and  miscellaneous  revenue  and  non-revenue  accounts;  makes  all  symbol 
changes  on  time  cards  and  compiles  related  reports. 

3.  Checks  invoices  on  all  city  department  purchases,  checks  ex- 
tensions and  additions  on  invoices;  checks  invoices  for  discount,  sales 
tax  and  use  tax;  checks  all  receiving  tags  against  invoice;  checks 
material  received  reports  for  authorized  signatures;  runs  totals  on 
invoices  for  final  payment;  compiles  sales  and  use  tax  reports;  takes 
total  of  encumbrances,  expenditures  and  any  earned  and  unearned  dis- 
counts, and  makes  recapitulation  monthly;  writes  warrant  numbers  on 
material  received  reports  after  verifying  totals;  adds  warrants  to 
verify  total  expenditures;  maintains  files  of  purchase  orders,  material 
received  reports  and  other  miscellaneous  records. 

k.      Checks  and  verifies  computations  on  annual  budget  appropri- 
ation, audits  and  proof  reads  same;  verifies  monthly  budget  statistics 
with  appropriation  ledger;  compiles  monthly  journal  ledger  control  and 
employee  sick  leave  reports. 

5.  Posts  and  verifies  bills,  orders  and  change  orders  for 
juvenile  court  wards;  prepares  requests  for  warrants  and  monthly 
claims  for  state  subvention  for  wards  of  juvenile  court;  posts,  checks 
and  verifies  health  service  medical  and  prescription  bills. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented  by  completion  of  a  full  course  in  comptometry  and  one  year  of 
operating  experience;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE?   COMPTOMETER  OPERATOR  (Continued)  CODE:   1602 

Knowledge,  Abilities  and  Skills;  Requires  good  knowledge  of:   all 
operating  phases  of  comptometer  machines;  posting  and  verifying  pur- 
chase orders,  invoices,  payroll,  cost  records,  storekeeping  and  similar 
documents;  office  and  clerical  procedures. 

Requires  ability  to?  make  arithmetical  calculations,  such  as 
addition,  subtraction,  multiplication,  divisional,  ratio,  interest  and 
discount,  and  to  use  and  calculate  fractions  and  decimals;  do  accurate 
filing,  posting  and  other  routine  clerical  work. 

PROMOTIVE  LINES: 

To:   Senior  Clerk 
Account  Clerk 

From:  Original  entrance  examination 


CUSS  TITLE:   UTILITY  BILLING  MACHINE  OPERATOR  CCDE:   1606 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  a  special  type  billing  machine  in 
computing  and  preparing  water  consumers'  bills;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  relating  to  the  computation  and  preparation  of  consumer  water 
bills;  making  routine  contacts  with  other  employees  in  connection  with 
billing  procedures;  keeping  routine  records  indicating  time  consumed 
and  work  accomplished. 

EXAMPLES  OF  DUTIES: 

1.  Operates  utility  billing  machine;  prepares  individual  con- 
sumer accounts  receivable  records  for  residential,  commercial,  suburban, 
city  and  county,  district  and  other  consumers,  working  from  individual 
consumer  meter-read  sheets  in  various  district  meter  books. 

2.  Pre-audits  meter-read  field  books  for  verification  of  meter 
reading  computations; segregates  accounts  to  be  closed  and  pro-rates 
charges  on  new  accounts;  initiates  orders  for  inspection  of  meters  when 
consumption  appears  too  large  or  too  small;  estimates  consumption  when 
meter  reader  is  unable  to  obtain  reading;  averages  billing  in  cases 
when  meters  fail  to  register  proper  usage. 

3.  Analyzes  field  inspector  reports  and  enters  adjustments  to 
consumer  meter  sheets  and  meter  read  books;  pro-rates  and  computes 
amounts  to  be  posted  to  consumer  accounts  receivable;  prepares  for 
billing,  posting,  listing  and  auditing  of  accounts  from  such  inspection 
reports. 

il.  Makes  recapitulation  totals  of  separate  journal  sheets  in 
order  to  obtain  accounts  receivable  ccitrol  totals  as  well  as  grand 
total  for  overall  general  control. 

5.  May  perform  other  related  consumer  billing,  posting  and  book- 
keeping duties  as  required  or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
including  or  supplemented  by  commercial  ana  business  courses,  and  at 
least  two  years  of  experience  as  a  billing  machine  operator  in  a 
large  public  or  private  utility  or  business  establishment;  or  an  equiv- 
alent combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:  Requires  a  working  knowledge  of 
department  rules  and  regulations,  billing  procedures  and  related  rate 
structures. 

Requires  skill  and  ability  to  operate  billing  machines  speedily 
and  accurately. 

PROMOTIVE  LINES: 

To:   Billing  Pre -Auditor 

From:   Original  entrance  examination 


CUSS  TITLE:  UTILITY  BILLING  CLERK  CODE:  1610 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  and  subject  to  verification  by  others,  computes 
electric,  gas  and  steam  energy  consumption  bills  for  all  city  depart- 
ments, using  established  applicable  rate  schedules;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out  existing  methods  and 
procedures  pertaining  to  the  computation  of  electric,  gas  and  steam 
energy  consumption  bills;  achieving  economies  and/or  preventing  minor 
losses  through  efficient  and  accurate  computing  of  electric,  gas  and 
steam  bills;  making  routine  contacts  with  other  employees  and  city 
departments  regarding  electric  rates  and  billing  details;  preparing 
regular  electric,  gas  and  steam  consumption  bills  and  maintaining 
related  records. 

EXAMPLES  OF  DUTIES: 

1.  Computes  and  verifies  bills  for  resale  electrical  energy,  gas 
and  steam;  types  itemized  bills  for  various  services;  maintains 
related  resale  records „ 

2.  Prepares  billing  tabulations  for  computation  of  individual 
service  consumptions;  enters  amounts  for  each  individual  account; 
computes  individual  discounts  and  enters  on  sheets. 

3.  Types  detailed  special  electric  bills  and  miscellaneous 
memoranda  forms,  notes,  and  correspondence;  maintains  related  card 
files  of  all  services  showing  meter  numbering,  service  order  number, 
applicable  rate  schedule  and  constant  loads. 

h«     Assists  in  checking  similar  work  performed  by  other  employees; 
performs  related  miscellaneous  clerical  typing  and  filing  duties  as 
required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
including  or  supplemented  by  commercial  and  business  courses,  and  at 
least  two  years  of  experience  in  the  application  of  specialized  clerical 
procedures  to  the  specific  field  of  utility  billing  in  a  large  public 
or  private  establishment  •     or  an  equivalent  combination  of  training  and 
experience. 

aowledge,  Abilities  and  Skills:  Requires  broad  working  knowledge 
of  commercial  division  operations  and  specifically  those  applicable  to 
consumer  billing  and  accounting  procedures. 

Requires  skill  and  ability  to  compute  and  prepare  individual 
consumer  bills  speedily  and  accurately. 

PROMOTIVE  LINES: 

To:   Senior  Utility  Billing  Clerk 

From:     Clerk-Typist 

Utility  Billing  Machine  Operator 


CLASS  TITLE:   SENIOR  UTILITY  BILLING  CLERK  CODE:   1612 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  and  participates  in  computing 
utility  bills  for  all  city  departments,  using  established  applicable 
rate  schedules  for  electric,  gas  and  steam  energy  consumption;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  methods  and  procedures  pertaining  to  the  computation 
of  electric,  gas  and  steam  energy  consumption  bills;  achieving  moderate 
economies  and/or  preventing  moderate  losses  through  efficient  and 
accurate  direction  and  participation  in  billing  computations;  making 
responsible  contacts  with  other  employees  and  city  departments  regard- 
ing rates  and  billing  details;  preparing,  checking 'and  reviewing 
accuracy  of  electric,  gas  and  steam  consumption  bills  and  maintaining 
related  records. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  checks  the  work  of  several  utility  billing  clerks 
and  personally  participates  in  the  more  difficult  billing  computation 
operations  in  connection  with  the  monthly  billing  of  gas,  electric  and 
steam  consumption  to  all  city  departments. 

2.  Processes  and  checks  electric  bills;  totals  and  balances 
monthly  electric  billing  work  chart;  makes  interdepartmental  adjustments, 
as  necessary. 

3.  Checks  street  lighting  monthly  electrical  energy  billing;  pro- 
cesses adjustments  on  hetch  hetchy  street  lighting  monthly  bill. 

u.   Compiles,  balances,  types  and  checks  monthly  gas  and  electric 
statements  and  mails  to  various  departments  and  to  controller. 

5.  Checks  all  departmental  appropriations  for  utilities  each 
month  to  determine  balances  or  shortages  of  available  funds;  pulls  and 
holds  bills  until  sufficient  funds  are  made  available;  notifies  concerned 
departments  accordingly;  posts,  checks  and  balances  gas  and  electric 
monthly  bills  to  book  ledger  and  card  ledgers. 

6.  Maintains  various  records  of  monthly  consumption  and  accumula- 
ted totals  by  individual  departments  and  services;  compiles  related 
periodic  and  annual  reports;  compiles  similar  information  for  preliminary 
budget  estimates. 

7.  Performs  other  related  computing,  checking,  clerical,  typing 
and  filing  duties  in  connection  with  above  billing  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  high  school, 
including  or  supplemented  by  commercial  and  business  courses,  and  at 
least  three  years  of  experience  in  the  application  of  utility  rates 
and  related  clerical  procedures,  or  an  equivalent  combination  of  train- 
ing and  experience. 


CLASS  TITLE:   SENIOR  UTILITY  BILLING  CLERK  CODE:   1612 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of  commercial  division  operations  and  specifically  those 
applicable  to  consumer  billing  and  accounting  procedures. 

Requires  considerable  skill  and  ability  to:   compute  and  prepare 
individual  consumer  bills  speedily  and  accurately;  direct,  check  and 
supervise  the  work  of  several  employees  performing  similar  duties. 

PROMOTIVE  LINES: 

To:   Closing  Accounts  Biller 
Billing  Pre-Auditor 

From:   Utility  Billing  Machine  Operator 
Utility  Billing  Clerk 


CLASS  TITLE:  CLOSING  ACCOUNTS  SELLER  CODE:  1616 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  processes  water  consumer  closing  bills 
and  shut-off  orders;  makes  appropriate  entries  in  meter-read  books; 
prepares  related  summary  bills;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  and 
enforcing  existing  policies,  rules,  regulations,  methods  and  procedures; 
making  regular  contacts  with  employees,  persons  in  other  departments, 
consumers  and  consumer  representatives,  for  the  purpose  of  furnishing 
or  obtaining  information  or  explaining  specific  matters;  preparing 
accurate  closing  bills  for  numerous  individual  consumer  accounts  and 
maintaining  related  financial  accounts  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Processes  water  consumer  closing  bills  and  shut-off  orders; 
sorts  orders  according  to  accounts  receivable  controls  and  by  individual 
consumer  account  numbers;  prepares  closing  bills. 

2.  Refers  to  superior  any  orders  that  indicate  glaring  discrepancies 
or  which  cannot  be  rectified  by  routine  verification  of  a  meter  reader; 
refers  to  meter  reader  any  orders  which  show  unusually  high  or  low 
consumptions  or  which  do  not  correspond  with  representative  meter  number 
on  field  sheet. 

3.  Operates  utility  billing  machine  in  preparation  of  closing  bills 
and  performs  related  clerical  tasks  to  complete  bills  for  mailing;  takes 
totals  at  end  of  billing  and  proves  accuracy  to  reconcile  with  closing 
bill  register. 

U.  Enters  distribution  of  billing  in  register  showing  residential, 
commercial,  shipping,  suburban,  and  other  breakdowns;  subsequently 
prepares  monthly  totals  of  all  segregated  billing. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
including  or  supplemented  by  commercial  and  business  subjects,  and  at 
least  five  years  of  experience  in  various  phases  of  consumer  services 
such  as  meter  reading,  billing  machine  operation,  and  clerical  accounting 
duties  in  a  large  public  or  private  utility  or  business  establishment; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  department  rules  and  regulations,  billing  procedures  and  related 
rate  structures. 

Requires  ability  to:  operate  billing  machines;  exercise  continuous 
close,  mental,  and  visual  attention  to  detailed  consumer  account  billing 
procedures,  involving  periods  of  sustained,  intensive  concentration  to 
insure  accurate  observations  and  results. 


CLASS  TITLE:  CLOSING  ACCOUNTS  BILLER  (Continued)      CODE:  l6l6 

PROMOTIVE  LINES: 

To:    Senior  Account  Clerk 

From:   Utility  Billing  Machine  Operator 
Utility  Billing  Clerk 


CLASS  TITLE:   BILLING  PRE-AUDITOR  CODE:   1620 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  pre-auditing  meter- 
read  books  and  related  consumer  water  bills  to  detect  discrepancies; 
makes  or  authorizes  adjustments  in  billings  or  accounts  to  assure 
equitable  charges 5  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  policies,  rules,  regulations,  methods  and  procedures; 
making  regular  contacts  with  employees,  persons  in  other  departments, 
consumers  and  consumer  representatives,  for  the  purpose  of  furnishing 
or  obtaining  information  or  explaining  specific  billing  matters;  review- 
ing and  checking  important  and  detailed  operational  and  financial 
records  pertaining,  to  consumer  water  services. 

EXAMPLES  OF  DUTIES: 

1.  Pre-audits  meter-read  books  and  consumer  water  billings  to 
detect  discrepancies;  on  basis  of  findings,  orders  meters  out  of 
service  because  of  apparent  defective  or  faulty  operation;  recognizes 
meters  that  apparently  are  slowing  down  and  issues  necessary  change 
orders. 

2.  Averages  and  estimates  consumer  bills  in  cases  when  meters 
are  found  defective  or  in  faulty  operation;  pro-rates  consumer  bills 

on  the  basis  of  past  histories,  water  usage,  comparisons  of  performance, 
or  newly  installed  meters,  to  assure  equitable  charges. 

3.  In  questionable  cases  when  determinations  cannot  be  made  from 
pre-auditing  of  meter  field  books,  authorizes  check  readings  to  be  made 
in  the  field;  issues  inspection  orders  in  exceptional  cases  when  un- 
usual or  abnormal  water  uses  are  indicated;  subsequently  reviews  and 
analyzes  field  inspection  reports  to  assure  proper  charges  and  billing 
to  consumers  concerned. 

h.     On  basis  of  all  audits,  inspections  and  analyses,  exercises 
independent  judgment  in  making  final  decisions  to  assure  charges  that 
are  fair  and  equitable  to  consumers  as  well  as  to  the  department; 
determines  which  bills  warrant  adjustments;  segregates  various  incor- 
rections  and  special  bills;  audits  and  rechecks  »ach  such  account; 
operates  utility  billing  machine  in  preparing  corrected  bills;  enters 
charges  to  consumer  accounts  receivable  ledger;  posts  payments  to 
individual  consumer  accounts. 

5.   Initiates  correspondence  to  consumers  explaining  abnormally 
large  water  bills  or  other  discrepancies  as  situations  may  require; 
statistical  records  of  meter  readers'  ^tivities  and  performs 
other  related  clerical,  auditing  and  bookkeeping  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  in- 
cluding or  supplemented  by  commercial  and  business  subjects,  and  at 
least  five  years  of  experience  in  various  phases  of  consumer  services 
such  as,  meter  reading,  billing  machine  operation  and  clerical  account- 
ing duties  in  a  large  public  or  private  utility  or  business  establish- 
ment; or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   BILLING  PRE-AUDITOR  (Continued)  CODE:   1620 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
department  rules  and  regulations,  billing  procedures  and  related  rate 
structures. 

Requires  ability  to:  operate  billing  machines;  exercise  con- 
tinuous close  mental  and  visual  attention  to  detailed  consumer  account 
auditing  procedures,  involving  periods  of  sustained,  intensive  con- 
centration to  insure  accurate  observations  and  results. 

PROMOTIVE  LINES: 

To :    Senior  Account  Clerk 

From:  Senior  Utility  Billing  Clerk 

Utility  Billing  Machine  Operator 


CLASS  TITLE:  SCHOOL  DISTRICT  ACCOUNTING  SUPERVISOR         CODE:   1660 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  administering 
the  accounting  and  fiscal  program  for  the  school  district;  exercises 
general  direction  and  supervision  over  several  organizational  units 
engaged  in  centralized  accounting,  auditing,  payroll  and  electronic  data 
processing  functions;  supervises  the  maintenance  of  funding  and  proprietary- 
accounts;  supervises  the  payroll  preparation  and  compensation  activities 
for  certificated  personnel;  and  performs  related  dutees  as  required. 

Requires  major  responsibility  for   carrying  out,  developing,  inter- 
preting, coordinating  and  enforcing  policies,  methods  and  procedures 
relating  to  the  maintenance  of  complex  accounting  records  and  reports 
and  general  fiscal  matters;  making  important  contacts  with  persons  in 
other  departments,  representatives  of  outside  organizations,  groups, 
legislative  bodies  and  professional  personnel  for  the  purpose  of  furnish- 
ing and  obtaining  information,  explaining  and  interpreting  procedures  and 
regulations  relating  to  the  school  district  accounting  and  fiscal  matters; 
supervising  the  preparation,  review  and  maintenance  of  important  techni- 
cal, detailed  and  complex  accounting,  fiscal  and  budgetary  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

i.  Assists  in  directing  and  coordinating  the  accounting  functions  of 
divisions  and  units  under  the  jurisdiction  of  the  school  district;  re- 
views and  analyzes  accounting  and  financial  statements  and  recommends 
approval  or  changes  deemed  desirable;  plans,  executes  and  reports  on 
important  investigational  or  regulatory  accounting  of  a  technical  charc- 
ter  involving  the  application  of  general  and  specialized  accounting 
principles,  methods  and  practices. 

2.  Plans,  organizes,  reviews  and  supervises  the  work  of  the  divi- 
sion of  accounts;  analyzes,  studies  applicable  laws,  regulations,  dec- 
isions, office  methods,  rulings  and  procedures  as  they  pertain  to  the 
work  of  the  division  of  accounts;  may  represent  the  school  district  in 
meetings  concerning  fiscal  matters  with  other  agencies  and  educational 
groups. 

3.  Directs  administration  of  budgetary  controls,'  preparation  of 
budgetary  statements,  conduct  of  budget  audits,  studies,  analyses  and 
reports;  assists  in  preparation  of  the  consolidated  budget  of  the  school 
district. 

u.  Directs  the  operations  of  the  payroll  department,  involving 
final  determinations  of  correct  salary  payments  to  certificated  per- 
sonnel And  correct  service  reporting  for  salary  payments  to  civil 
service  personnel. 

5.  Reviews  and  coordinates  inventory  and  fixed  asset  control  pro- 
cedures; reviews  and  develops  internal  accounting  controls  and  inter- 
nal audit  procedures;  directs  the  operations  of  the  electronic  data 
processing  department. 
MUM  QUALIFICATIONS: 

Ining  and  Experience:   Requires  completion  of  a  four  year 
college        rsityj  with  a  baccalaureate  degree,  with  major  course 
work  in  municipal  or  governmental  accounting. 

Requires  at  least  ten  years  of  progressively  responsible  finan- 


CLASS  TITLE:   SCHOOL  DISTRICT  ACCOUNTING  SUPERVISOR         CODE:   1660 
( continued) 

cial  and  accounting  experience,  including  five  years  of  responsible 
supervisory  experience j  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge, .Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  operation  of  school  districts  and  their  functions;  funding  and 
proprietary  accounting,  budgetary  and  fiscal  procedures  and  pertinent 
laws,  regulations  and  provisions  relating  to  the  California  school  dis- 
trict1 s  fiscal  and  accounting  matters.  Requires  good  knowledge  of 
electronic  data  processing  techniques  and  methods. 

Requires  considerable  ability  to:   direct  and  supervise  the  work  of 
accounting,  auditing,  payroll  and  electronic  data  processing  staff; 
speak  effectively  and  deal  courteously  and  tactfully  with  representatives 
of  other  departments,  outside  organizations  and  legislative  bodies;  pre- 
pare clear,  concise  and  accurate  accounting  records  and  reports. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Supervising  Accountant 


CLASS  TITLE:  BILLING  AND  COLLECTION  ASSISTANT  SUPERVISOR  CODE:   1662 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  supervision  of  the  billing  and 
collection  unit  at  the  general  hospital;  performs  responsible  duties  in 
connection  with  the  processing  of  medical  and  surgical  claim  forms  for 
the  purpose  of  billing  patients  for  surgical  and  hospital  care;  and 
performs  related  duties  as  required. 

Requires  responsibility  for;   carrying  out,  interpreting  and  enfor- 
cing policies,  methods  and  procedures  relating  to  the  billing  and 
collection  of  payments  for  medical  and  surgical  care;  preparing  and 
maintaining  important  financial,  medical  and  other  related  records  and 
reports;  making  regular  contacts  with  attorneys,  former  patients, 
employees  of  other  departments,  insurance  companies  and  others  to 
exchange  information  relating  to  medical  care  and  services  rendered 
and  to  explain  policies,  regulations  and  procedures  regarding  payment. 

EXAMPLES  OF  DUTIES; 

1.  Assists  in  supervising  employees  of  the  billing  and  collection 
unit  engaged  in  reviewing  and  auditing  medical  and  related  records  and 
issuing  bills  for  payment  of  medical  and  surgical  care. 

2.  Obtains  claim  forms  completed  by  insured  patients  and  obtains 
assignment  of  funds  to  assure  payment  for  care  and  treatment  of  patients 
so  insured. 

3.  Makes  personal  calls  on  discharged  patients  who  have  not  pre- 
viously submitted  claim  forms  for  treatment  furnished;  obtains  forms 
from  welfare  department  office  and  assists  insured  in  supplying  the 
necessary  information;  obtains  signature  and  assignment  of  benefits. 

li.  Makes  personal  calls  on  insured  to  assure  submission  of  hos- 
pital claims. 

5.  Makes  personal  calls  on  insured  to  obtain  checks  which  have 
been  made  payable  directly  to  them  for  hospital  care  previously  fur- 
nished but  not  yet  submitted  to  the  hospital;  secures  endorsement  of 
such  checks  which  are  made  payable  to  the  insured  and  the  hospital. 

6.  Processes  hospital  verifications  and  assignment  forms  from 

the  state  disability  program  as  well  as  from  private  insurance  carriers. 

7.  Verifies  number  of  days  hospitalized,  amounts  due,  and  obtains 
assignment  of  benefits  from  the  insured. 

8.  Maintains  contact  with  bureau  of  delinquent  revenue  and  fur- 
nishes bureau  with  information  needed  in  the  collection  of  delinquent 
accounts  transferred  for  collection. 

9.  Processes  all  daily  payments  received  for  hospital  care  from 
insurance  companies,  individual  patients  and  various  other  agencies. 

10.  Arranges  for  patients  to  pay  bills  on  an  extended  budget  pay- 
ment plan  when  so  requested. 

11.  Processes  complaints  from  patients  regarding  their  bills  and 
furnishes  the  insurance  companies  additional  information  regarding 
claims;  furnishes  information  to  title  companies  regarding  liens 
against  property  of  patients;  confers  and  deals  with  attorneys  in 
connection  with  payment  of  bills  for  patients. 


CLASS  TITLE;   BILLING  AND  COLLECTION  ASSISTANT  SUPERVISOR  CODE:   1662 
(Continued) 

MINIMUM  QUALIFICATIONS; 

Training  and  Experience;  Requires  completion  of  high  school,  sup- 
plemented  by  at  least  four  years  of  progressively  responsible  clerical 
and  office  experience  involving  elementary  bookkeeping  and  accounting 
duties;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  good  knowledge  of:   the 
principles,  practices  and  methods  used  in  making  financial  investiga- 
tions concerning  assets  and  effecting  collections;  the  provisions  of 
the  revenue  and  taxation  code  and  other  legal  references  relating  to 
the  collection  of  funds;  hospital  operation  procedures,  medical  and 
surgical  terminology  and  medical  insurance  coverage. 

Requires  ability  to  assign  and  review  the  work  of  subordinates; 
prepare  and  analyze  detailed  financial  and  related  medical  records  and 
reports. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES; 

To;  Billing  and  Collection  Supervisor 

From:  Account  Clerk 
Senior  Clerk 


CLASS  TITLE:   BILLING  AND  COLLECTION  SUPERVISOR  CODE:   166U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  is  responsible  for  the 
activities  of  the  billing  unit  at  the  general  hospital;  exercises 
supervision  over  a  staff  engaged  in  determining  patients'  ability  to 
pay  for  medical  services  rendered,  collecting  of  medical  bills  and 
maintaining  related  financial  records;  and  performs  related  duties  as 
required . 

Requires  responsibility  for:   interpreting,  coordinating  and  en- 
forcing policies,  methods  and  procedures  related  to  the  review  and 
analysis  of  records,  and  collection  of  payment  for  medical  services 
rendered;  making  regular  contacts  with  the  general  public,  persons  in 
other  departments,  representatives  of  outside  groups  and  organizations, 
attorneys  and  others  to  exchange  information,  explain  procedures  and 
regulations  governing  the  collections  of  patients  accounts,  property 
liens  and  methods  of  repayment;  preparing,  checking  and  reviewing  im- 
portant and  detailed  financial  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  work  of  subordinate  per- 
sonnel engaged  in  processing  medical  records  and  collecting  of  patient 
accounts  for  medical  and  other  services  rendered;  initiates  and  super- 
vises investigations  as  may  be  necessary  to  determine  the  propriety  of 
billing  patients. 

2.  Supervises  the  review  of  published  probate  notices  relative  to 
potential  claims  against  the  estates  of  deceased  persons  for  the  cost 
of  medical  care  rendered;  confers  with  attorneys,  executors  or  admini- 
strators of  the  decedents'  estates  to  properly  identify  patient  and 
ascertain  what  assets  are  in  the  estate  in  order  to  determine  feasabil- 
ity  of  endering  a  medical  bill. 

3-   Supervises  the  obtaining  of  the  assignment  of  insurance 
benefits  for  patients  so  insured,  the  preparation  of  liens  to  be 
placed  on  real  property  of  the  patients  who  have  received  medical 
care  and  preparation  of  release  of  liens  upon  settlement  of  accounts. 

h.     Supervises  the  transfer  of  delinquent  accounts  to  the  bureau 
of  delinquent  revenue  for  collection;  supervises  the  maintenance  of 
all  records  including  records  of  subsidiary  accounts  receivable  and 
control  accounts  receivable,  and  prepares  monthly  report  to  the 
controller  showing  status  of  patient  accounts. 

5.  Reviews  forms  and  procedures  and  initiates  and  develops  new 
procedures  to  increase  efficiency  in  billing  and  collection  procedures; 
attends  meetings  and  conferences  and  discusses  and  exchanges  ideas  and 
procedures  relative  to  mutual  problems  in  the  collection  of  payments 
for  medical  services  rendered;  consults  with  attorneys,  title  insurance 
companies,  realestate  firms,  employees  of  other  divisions,  former 
patients  and  others  regarding  medical  bills,  reasons  for  their  issuance, 
plans  for  payment,  legal  sections  that  apply  and  necessary  legal  docu- 
ments required. 


CLASS  TITLE:   BILLING  AND  COLLECTION  SUPERVISOR  CODE:   166U 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
pleraented  by  at  least  six  years  of  progressively  responsible  clerical 
and  office  experience  involving  elementary  bookkeeping  and  accounting 
duties  and  including  experience  with  medical  care  and  insurance  programs; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  principles,  practices  and  methods  used  in  making  financial  in- 
vestigations concerning  assets  and  affecting  collection;  the  provisions 
of  the  revenue  and  taxation  code  and  other  legal  references  relating  to 
the  collection  of  funds;  hospital  operation  procedures,  medical  and 
surgical  terminology  and  medical  insurance  coverage;  the  principles  of 
double  entry  bookkeeping. 

Requires  ability  bo  develop  new  forms  and  procedures  to  facilitate 
the  efficient  handling  of  billing  and  collection  records  and  activities 
for  the  control  of  accounts  and  collection  of  funds;  identify  pertinent 
legal  references  to  interpret  legal  procedures  involved  in  the  collec- 
tion of  funds;  work  effectively,  courteously  and  cooperatively  with  a 
large  variety  of  outside  interests  and  groups;  write  and  speak  effec- 
tively; plan,  review  and  supervise  the  work  of  subordinates. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Senior  Account  Clerk 

Assistant  Billing  and  Collection  Supervisor 


CLASS  TITLE:   CONSUMER  ACCOUNTS  ASSISTANT  SUPERVISOR        CODE:   1668 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  the  general  overall  admin- 
istration and  direction  of  the  consumer  accounts  unit  of  the  water 
department  commercial  division  engaged  in  the  preparation  and  processing 
of  consumers'  water  bills;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforc- 
ing existing  policies  and  methods  in  accordance  with  established  rules, 
regulations,  procedures  and  rates  applicable  to  water  consumer  billing 
operations;  achieving  moderate  economies  and/or  preventing  moderate 
losses  through  efficient  supervision  of  the  billing  procedures;  contacts 
with  consumers,  other  employees  and  representatives  of  outside  organiza- 
tions for  furnishing  or  obtaining  information  on  water  rates  and  billing 
matters;  preparation  of  consumer  bills  and  maintenance  of  related 
accounting  records. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  supervising  the  preparation  of  all  consumer  water 
bills,  including  computation  of  individual  amounts  owed  on  the  basis  of 
applicable  rate  schedules;  assists  in  supervising  the  maintenance  of 
related  consumer  account  records,  pre-auditing  of  all  meter  read  books, 
and  all  other  related  operations  dealing  with  the  preparation,  proces- 
sing and  accounting  of  consumer  bills. 

2.  Assists  in  the  in-service  training  of  all  new  employees;  inter- 
prets department  policies,  rules  and  regulations;  explains  application 
of  established  water  rate  schedules  in  the  computation  and  preparation 
of  consumer  bills;  makes  changes  in  established  procedures,  as  necessary, 
to  improve  operations. 

3.  Assists  in  the  direct  supervision  and  assumption  of  responsi- 
bility of  employees  engaged  in  the  preparation  and  maintenance  of  con- 
sumer account  records,  printing  consumer  bills,  new  master  cards  and 
neter-field  sheets:  also,  in  pre-auditing  meter-read  books  and  detailed 
billing  and  auditing  procedures. 

il.   Supervises  the  changing  of  customer  address  stencil  records, 
meter-read  field  sheets,  customer  master  cards  and  customer  accounts 
receivable  records. 

5.  Assists  in  the  preparation  of  annual  budget  estimates  for 
personal  services,  non-personal  services  and  equipment;  subsequently 
assists  in  controlling  expenditures  within  approved  appropriations. 

6.  Assists  in  supervising  the  compilation  of  data  for  Various 
annual  and  special  reports  such  as  rate  study  analyses, meter  counts, 
neter  tests,  water  sold  in  suburban  areas,  charges  for  non-paying 
uunicipal  accounts,  charges  for  paying  accounts,  sales  to  private*  ven- 
dors and  other  special  reports. 


CLASS  TITLE:   CONSUMER  ACCOUNTS  ASSISTANT  SUPERVISOR        CODE:   1668 
(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  high  school, 
including  or  supplemented  by  commercial  and  business  courses,  and  at 
least  six  years  of  experience  in  progressively  responsible  water  de- 
partment duties,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  broad  working  knowledge 
of  commercial  division  operations,  specifically  those  applicable  to 
consumer  billing  and  accounting  procedures. 

Requires  skill,  aptitude  and  close  attention  in  supervising  con- 
sumer billing  and  accounting  procedures. 

Requires  skill,  aptitude  and  close  attention  in  supervising  con- 
sumer billing  and  accounting  details,  and  demonstrated  supervisory  and 
leadership  ability  to  assist  in  successfully  organizing  and  supervising 
important  office  operations. 

PROMOTIVE  LINES: 

To:  Consumer  Accounts  Supervisor 

From:   Senior  Utility  Billing  Clerk 


CLASS  TITLE:  CONSUMER  ACCOUNTS  SUPERVISOR  CODE:   1670 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  exercises  responsible  charge  of  the  consumer 
accounts  unit  of  the  water  department  commercial  division  engaged  in 
the  preparation  of  consumers'  water  bills  and  the  preparation  and  main- 
tenance of  related  consumer  account  records;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  policies  and  methods  in  accordance  with  established 
rules,  regulations, procedures  and  rates  applicable  to  water  consumer 
billing  operations;  achieving  moderate  economies  and/or  preventing 
moderate  losses  through  efficient  supervision  of  the  billing  procedures; 
making  contacts  with  consumers,  other  employees  and  representatives  of 
outside  organizations  for  furnishing  or  obtaining  information  on  water 
rates  and  billing  procedures;  the  preparation  of  detailed  consumer  bills 
and  maintenance  of  related  accounting  records. 

EXAMPLES  OF  DUTIES: 

1.  As  head  of  consumer  accounts  unit,  supervises  the  preparation 
of  all  consumer  water  bills  including  computation  of  individual  amounts 
owed  on  the  basis  of  applicable  rate  schedules;  supervises  the  maintenance 
of  related  consumer  account  records,  pre-auditing  of  all  meter-read 
books,  and  all  other  related  operations  dealing  with  the  preparation, 
processing  and  accounting  of  consumer  bills. 

2.  Recommends  changes  affecting  department  policies;  makes  changes 
that  apply  to  procedures  in  the  consumer  accounts  unit;  makes  suggestions 
for  the  overall  improvement  of  billing  operations. 

3.  Prepares  annual  budgetary  estimates  for  funds  required  for 
personal  services,  non-personal  services  and  equipment;  subsequently 
controls  expenditures  within  the  approved  budgetary  appropriations. 

ii.   Supervises  compilation  of  data  and  preparation  of  periodic  and 
special  reports,  including  rate  study  analyses,  meter  counts,  meter 
tests,  water  sold  in  suburban  areas,  changes  in  non-paying  municipal 
accounts,  charges  for  paying  accounts,  meter  deliveries, sales  to  private 
vendors  and  other  similar  or  special  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  high  school, 
including  or  supplemented  by  commercial  or  business  courses,  and  at 
least  nine  years  of  experience  in  water  department  operations, particu- 
larly as  applied  to  activities  in  the  commercial  division,  at  least 
five  years  of  which  shall  have  been  in  a  responsible  supervisory 
capacity,  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CONSUMER  ACCOUNTS  SUPERVISOR  CODE:   1670 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  knowl- 
edge of  commercial  division  operations  and  specifically  those  applicable 
to  consumer  billing  and  accounting  procedures. 

Requires  skill,  aptitude  and  close  attention  in  supervisory  con- 
sumer billing  and  accounting  details,  and  demonstrated  supervisory  and 
leadership  ability  to  successfully  organize  and  direct  important  office 
operations. 

PROMOTIVE  LINES: 

To:   Commercial  Division  Assistant  Manager 

From:   Consumer  Accounts  Assistant  Supervisor 


CUSS  TITLE:  ACCOUNTS  BUREAU  ASSISTANT  DIRECTOR  CODE:   167U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  administering  the  accounting 
and  fiscal  program  for  all  departments  under  the  jurisdiction  of  the 
public  utilities  commission;  exercises  general  direction  and  super- 
vision over  several  organizational  accounting  units  engaged  in  the  main- 
tenance of  funding  and  proprietary  accounts  and  the  auditing  of  lessee 
records;  makes  special  rate  analyses  and  recommends  establishment  of  proper 
rate  schedules  for  the  leasing  of  utilities  properties  and  concessions; 
acts  for  the  director  in  his  absence;  and  performs  related  duties  as 
required. 

Requires  considerable  responsibility  for:   carrying  out,  developing, 
interpreting,  coordinating  and  enforcing  policies,  methods  and 
procedures  relating  to  the  maintenance  of  complex  accounting  records 
and  reports  and  general  fiscal  matters; making  regular  contacts  with 
persons  in  other  departments,  representatives  of  outside  organizations 
and  groups  and  legislative  bodies  for  the  purpose  of  furnishing  or 
obtaining  information,  explaining  and  interpreting  procedures  and 
regulations  relating  to  utilities  accounting  and  fiscal  problems; 
supervising  the  preparation,  review  and  maintenance  of  important 
detailed  and  complex  accounting  and  fiscal  records  and  reports 
affecting  operations  and  maintenance  of  several  large  utilities. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  directing  and  coordinating  the  accounting  functions 
of  departments  and  bureaus  under  the  jurisdiction  of  the  public  utilities 
commission;  reviews  and  analyzes  accounting  and  financial  statements 

and  recommends  approval  or  changes  deemed  desirable;  supervises  the 
auditing  of  accounts  of  various  lessess;  reviews  and  analyzes  audit 
reports  and  makes  recommendations  for  approval  or  changes  thereon. 

2.  May  represent  the  commission  at  hearings  and  meetings  of 
official  bodies. 

3.  Prepares  data  and  makes  recommendations  relative  to  the 
determination  of  financial  policies  of  the  commission,  including 
analyses  to  establish  proper  rate  schedules  and  the  preparation  of 
leases  for  various  utilities  properties  and  concessions. 

U.   Supervises  and  audits  the  preparation  of  budget  requests  and 
makes  studies  and  analyses  of  budget  requests  and  estimates  submitted 
by  department  and  bureau  heads,  and  prepares  reports  thereon;  prepares 
a  consolidated  budget  for  all  operating  units. 

5.  Supervises  budgetary  control  and  investigates  the  need  for 
proposed  supplemental  appropriations  or  transfer  of  funds  requested 
by  department  heads. 

6.  Reviews  and  coordinates  inventory  control  procedures. 


CLASS  TITLE:      ACCOUNTS  BUREAU  ASSISTANT  DIRECTOR  CODE:      l6?lj. 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  accounting,  preferably  including  specialized  course  work  in 
municipal  or  governmental  accounting. 

Requires  at  least  eight  years  of  progressively  responsible 
financial  and  accounting  experience,  including  four  years  of  respon- 
sible supervisory  experience,  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  operations  of  all  the  public  utilities  and  their  functions; 
funding  and  proprietary  accounting:  budgetary  and  fiscal  procedures 
and  pertinent  laws,  regulations  and  provisions  relating  to  utilities 
fiscal  and  accounting  matters. 

Requires  ability  to:   direct  and  supervise  the  work  of  accounting 
and  auditing  staffs;  speak  effectively  and  deal  courteously,  effective- 
ly and  tactfully  with  representatives  of  other  departments,  outside 
organizations  and  legislative  bodies;  prepare  clear,  concise  and 
accurate  accounting  records  and  reports. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:   Supervising  Accountant 
Principal  Accountant 


CLASS  TITLE:   ACCOUNTS  BUREAU  DIRECTOR  CODE:   1676 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  administers  the  accounting 
and  fiscal  program  for  all  departments  and  bureaus  of  the  public  utili- 
ties commission;  exercises  direction  over  several  accounting  units 
engaged  in  maintaining  funding  and  proprietary  accounting  records  and 
reports;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating, 
initiating  and  executing  policies,  methods  and  procedures  relating  to 
utilities  financial  and  accounting  operations;  achieving  economies 
and/or  preventing  losses  through  the  efficient  authorization  of  ex- 
penditures of  large  amounts  of  money  and  the  proper  accounting  therefor; 
making  personal  contacts  with  department  heads,  representatives  of 
outside  organizations  and  groups  and  legislative  bodies  involving  dis- 
cussion, explanation  and  interpretation  of  policies,  rules  and  regula- 
tions governing  the  accounting  and  fiscal  program  of  the  commission; 
direction  of  the  preparation,  approving,  reviewing  and  maintenance  of 
important  detailed  and  complex  accounting  records  and  reports  affecting 
operations  and  maintenance  of  several  large  utilities  and  drawing  con- 
clusions therefrom  upon  which  administrative  decisions  can  be  based. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  all  accounting  and  fiscal  functions  and 
activi  ies  of  the  airport,  municipal  railway,  water  department,  Hetch 
Hetchy  water  and  power  supply,  and  the  bureau  of  light,  heat  and  power. 

2.  Directs  and  coordinates  the  fiscal  transactions  relating  to 

the  operation,  maintenance,  extension,  replacement  and  value  of  property 
under  the  jurisdiction  of  the  commission. 

3.  Directs  the  internal  auditing  and  accounting  functions  of  all 
departments  under  the  jurisdiction  of  the  commission. 

k-     Directs  the  preparation  of  budget  estimates  for  the  various 
utilities. 

5.  Supervises  the  study  and  analysis  of  budget  requests  and 
estimates  submitted  by  the  various  department  heads  and  prepares  re- 
ports thereon;  directs  and  supervises,  through  staff  assistants, 
budgetary  control  of  all  utilities  departments. 

6.  Represents  the  commission  and  department  heads  at  hearings 
and  meetings  of  official  bodies  regarding  explanation  and  interpreta- 
tion of  fiscal  matters. 

7.  Supervises  the  investigation  of  or  investigates  the  need  for 
supplemental  appropriations  or  transfer  of  funds  requested  by  depart- 
ment heads. 

8.  Advises  department  heads  as  to  proper  accounting  procedures 
during  negotiations  of  rental  or  leasing  of  properties  and  partici- 
pates in  the  drafting  of  leases  for  rental  and  leasing  of  properties 
and  special  contractual  agreements. 

9.  Directs  the  preparation  of  data  for  the  depreciation  of 
physical  properties  and  proper  rate  schedules  rendered  by  various 
utilities. 


CLASS  TITLE:   ACCOUNTS  BUREAU  DIRECTOR  (continued)  CODE:   I676 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  accounting,  preferably  including  special  courses  in  municipal 
and  governmental  accounting. 

Requires  at  least  ten  years  of  progressively  responsible  financial 
and  accounting  experience,  including  five  years  of  responsible  super- 
visory and  administrative  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  operating  policies  and  procedures  of  all  departments  of  the  public 
utilities  commission;  funding  and  proprietary  accounting,  budgeting  and 
fiscal  procedures;  applicable  laws,  charter  provisions  and  ordinances; 
general  knowledge  of  contract  provisions  and  agreements  as  applicable 
to  proper  accounting  procedures. 

Requires  considerable  ability  to:  deal  courteously,  effectively 
and  tactfully  with  subordinates,  representatives  of  other  departments, 
outside  organizations  and  groups,  legislative  bodies;  direct  and 
review  the  work  of  several  accounting  units. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:  POLICE  RING-IN  OPERATOR  CODE:   1702 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  a  F.B.X.  switchboard  in  receiving  calls 
from  policemen  using  street  r<all-boxes;  connects  them  with  their  stations 
or  central  office;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for  following  established  methods 
and  procedures  in  receiving  calls  from  police  call-boxes. 

EXAMPLES  OF  DUTIES: 

1.  Operates  a  two-position  telephone  switchboard;  receives  calls 
from  police  telephone  call-boxes  located  at  various  street  locations; 
completes  the  connections  to  the  various  stations  or  central  office. 

2.  Assists  the  department  of  electricity  in  making  simple  tests  of 
switchboard  equipment  when  failures  or  other  interferences  are  reported, 
in  order  to  locate  and  clear  the  point  of  trouble. 

3.  Occasionally,  keeps  simple  records  of  malfunctioning  of  equip- 
ment, as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  preferably  supplemented  by  some  experience  in  the  operation 
of  a  single  or  multiple  position  telephone  switchboard;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  and  ability 
to  follow  simple  oral  and  written  instructions. 
Requires  good  hearing  and  mental  alertness, 

PROMOTIVE  LINES: 

To:  Telephone  Operator 

From:  Original  entrance  examination 


CLASS  TITLE:  TELEPHONE  OPERATOR  CODE:  1706 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  single  or  multiple  position 
telephone  switchboard;  answers  questions  and  gives  information;  may- 
operate  a  public  address  or  intercommunication  system;  performs  inciden- 
tal clerical  duties;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  regarding  operating  a  telephone  switchboard  and  related 
equipment;  making  continual  contacts  with  the  general  public,  employees 
in  the  department,  persons  in  other  departments,  or  outside  organizations 
and  their  representatives,  for  the  purpose  of  exchanging  information; 
keeping  routine  records  of  telephone  activities  and  occurrences.   Nature 
of  the  work  requires  continuous  close  attention  and  some  physical  effort 
and  dexterity  in  the  operation  of  a  switchboard  and/or  public  address 
or  intercommunication  system. 

EXAMPLES  OF  DUTIES: 

1.  Answers  and  screens  all  incoming  calls  and  routes  same;  trans- 
fers calls;  places  long  distance  calls. 

2.  Keeps  informed  as  to  location  and  whereabouts  of  employees  in 
the  field  so  that  they  can  be  easily  located  in  emergency  situations; 
takes  messages  in  the  absence  of  personnel;  pages  and  locates  personnel 
for  calls  in  and  out  of  the  building. 

3.  Gives  general  information  on  the  telephone,  over  a  public 
address  intercommunication  system  or  personally  to  callers  coming  into 
office  and  directs  them  to  the  proper  departments;  furnishes  information 
on  current  public  functions  and  events. 

U.  Compiles  directory  changes  of  building  personnel;  maintains  a 
directory  of  often  called  numbers,  local  and  out  of  town;  keeps  a  daily 
record  of  long  distance  calls  and  telegrams,  and  checks  bills  for  same. 

5.  Reports  all  mechanical  trouble  on  the  switchboard;  answers  calls 
on  tie-lines  from  the  city  hall,  fire  department,  mayor's  office,  munici- 
pal railway,  and  other  departments. 

6.  Receives  and  channels  calls  for  ambulances,  police,  fire, 
investigators,  line  crews  and  water  department  employees  regarding 
accidents,  emergency  situations,  breakdowns  of  equipment  or  facilities. 

7.  May  be  assigned  to  the  operation  of  two-way  radio  communication 
system. 

8.  Types  routine  lists,  schedules  and  other  material. 

9.  Makes  routine  entries  in  log  book  regarding  water  pressure  and 
reservoir  elevation  readings. 

10.  Keeps  records  of  complaints  received. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  one  year  experience  in  the  operation  of  a 
single  or  multiple  position  telephone  switchboard;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLES   TELEPHONE  OPERATOR  (Continued)  COLE:   1706 

Knowledge,  Abilities  and  Skills;   Requires  good  knowledge  of:   the 
operation  of  a  single  or  multiple  position  switchboard;  the  various 
sources  of  information. 

Requires  ability  to:   operate  a  telephone  switchboard  and  related 
communications  equipment  with  dexterity;  use  telephone  directories 
accurately  and  quickly;  deal  courteously,  tactfully  and  effectively  with 
the  public  and  others  while  working  under  constant  pressure;  keep  simple 
records  and  do  simple  clerical  work;  speak  and  enunciate  clearly; 
learn  the  functions  and  activities  of  the  department  to  which  assigned. 

Requires  skill  to  perform  simple  typing. 

PROMOTIVE  LINES: 

To:  Senior  Telephone  Operator 

From:   Original  entrance  examination 
Ring  -In  Operator 


CLASS  TITLE:  SENIOR  TELEPHONE  OPERATOR  CODE:  1708 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  the  duties  of  a  telephone 
operator  and,  in  addition,  performs  a  number  of  important  clerical, 
dispatching  and  other  miscellaneous  duties  and/or  supervises  other 
telephone  operators ;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforc- 
ing existing  methods  and  procedures  relating  to  the  operation  of  a 
telephone  switchboard  and  related  equipment;  making  continued  contacts 
with  the  general  public,  persons  in  other  departments  or  outside  organi- 
zations and  representatives  for  the  purpose  of  exchanging  information; 
preparing  and  maintaining  ordinary  operating  and  other  records  and 
reports;  preparing  or  supervising  the  preparation  of  simple  reports  of 
telephone  activities.   Nature  of  the  work  requires  continuous  close 
attention  for  accurate  results  and  some  physical  effort  and  manual 
dexterity  in  the  operation  of  a  telephone  switchboard  and  related 
communications  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  work  to,  instructs  and  trains  other  telephone  operators 
in  the  operation  of  a  single  or  multiple  position  switchboard;  adjusts 
complaints  and  handles  calls  where  particular  problems  arise  that  cannot 
be  ordinarily  handled  by  the  other  telephone  operators  present. 

2.  Operates  a  single  position  or  multiple  position  switchboard  in 
answering  incoming  trunk  lines,  screening  and  routing  calls,  completing 
long  distance  calls,  and  recording  time  and  charges  for  calls. 

3.  Checks  and  makes  records  of  out-of-order  telephones  and  complaints: 
checks  monthly  telephone  bills;  files  inter-office  memoranda;  prepares 
inserts  for  telephone  indexes;  checks  and  keeps  up-to-date  inter-office 
telephone  directory;  prepares  daily  time  reports. 

ii.   Performs  a  variety  of  important  clerical  duties,  such  as: 
checking,  posting  and  filing  patients  records  in  an  institution,  collect- 
ing small  amounts  of  money,  and  checking  claims. 

5.  When  assigned  to  a  night  shift,  dispatches  crews  on  water  service 
and  other  emergencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  three  years  of  experience  as  a  telephone  operator 
on  a  single  or  multiple  position  switchboard j  or  an  equivalent  comb- 
ination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  methods  and  techniques  of  operating  a  telephone  switchboard;  various 
sources  of  information;  the  purpose,  functions  and  activities  of  the 
department  or  departments  served;  general  clerical  procedures. 


CLASS  TITLE:   SENIOR  TELEPHONE  OPERATOR  CODE:   1708 

(Continued) 

Requires  ability  to:   operate  a  switchboard  with  speed  and  dexterity; 
use  telephone  directories  accurately  and  quickly;  deal  tactfully,  effect- 
ively and  courteously  with  the  public  and  others;  keep  simple  records j 
assign,  train  and  review  the  work  of  subordinates;  speak  with  a  clear 
voice;  do  simple  typing. 

PROMOTIVE  LINES: 

To:   Chief  Telephone  Operator 

From:  Telephone  Operator 


CUSS  TITLE:   CHIEF  TELEPHONE  OPERATOR  CODE:   1710 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  is  responsible  for  the  operation  of 
a  large  multiple  position  switchboard;  exercises  direct  supervision  over 
several  telephone  operators;  adjusts  complaints  and  confers  and  advises 
on  telephone  services;  maintains  operational  records;  when  necessary, 
assumes  the  duties  of  a  telephone  operator;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enfor- 
cing existing  policy,  methods  and  procedures  relative  to  the  operation 
of  a  large  multiple  position  switchboard  and  assists  in  developing  new 
methods  and  procedures;  making  regular  contacts  with  the  general  public, 
persons  in  other  departments,  outside  organizations  and  their  represent- 
atives, for  -.he  purpose  of  furnishing  or  obtaining  information  and  for 
explaining  cu.d  interpreting  procedures  and  regulations  relating  to 
telephone  services  and  functions  of  the  department  or  departments  served; 
preparing  and  maintaining  ordinary  operating  and  personnel  records  and 
reports.  Nature  of  work  requires  continuous  close  attention  for  accurate 
results  and  some  physical  effort  and  dexterity  in  the  use  of  fingers  and 
hands  in  operating  a  telephone  switchboard. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  trains  and  reviews  the  work  of  several  telephone 
operators  in  the  operation  of  a  multiple  position  switchboard;  arranges 
and  assigns  schedule  of  hours,  reliefs,  lunch  hours,  vacations  and 
leaves  to  assure  that  switchboard  is  properly  staffed  to  provide  prompt 
and  courteous  service  to  the  public  and  departments  served;  obtains 
operator  replacements  in  cases  of  illness;  trains  new  telephone  operators. 

2.  Answers  problem  calls  and 'refers  them  to  the  proper  agency; 
answers  and  refers  complaints  to  the  proper  agency. 

3.  Keeps  records  of  out-of-order  telephones  and  equipment. 

h.      Assists  the  public  and  extension  telephone  users  in  locating 
telephone  numbers  for  which  they  have  insufficient  information;  makes 
assignments  of  telephone  locals  to  various  departments  served;  maintains 
a  list  of  telephone  users  served  by  switchboard;  keeps  complete  record 
of  telephone  locations,  vacant  and  assigned;  maintains  a  record  of  most 
frequently  called  long  distance  calls  for  the  operator's  use. 

5.  Keeps  monthly  record  of  all  long  distance  calls  placed  by 
extension  users;  checks  all  long  distance  calls  and  tries  to  trace  the 
unidentified  calls  that  appear  on  the  bill. 

6.  Confers  with  department  heads  and  telephone  company  represent- 
atives when  a  telephone  installation  is  requested  to  assist  them  in 
deciding  which  is  the  best  service  for  the  extension  users. 

7.  Makes  visits  to  departments  following  large  telephone  installa- 
tions to  make  visual  check  of  the  locations  of  the  telephones  and 
assist  them  in  the  correct  usage  of  the  equipment. 


CLASS  TITLE:   CHIEF  TELEPHONE  OPERATOR  (Continued)         CODE:   1710 

8.  Maintains  a  complete  record  of  calls  referred  to  other  depart- 
ments; receives  and  directs  the  distribution  of  telephone  directories 
to  the  various  departments  served, 

9„  When  necessary,  performs  all  the  duties  assigned  to  operators 
of  a  multiple  position  switchboard. 

10,   Interprets  departmental  rules,  regulations  and  policies  to 
employees;  prepares  daily  time  reports, 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  four  years  progressively  respon- 
sible experience  as  a  telephone  operator,  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  the  purposes,  functions  and  activities  of  the  department  or  depart- 
ments served;  the  methods  and  techniques  of  operating  a  multiple 
position  telephone  switchboard. 

Requires  ability  to:   supervise,  instruct  and  train  subordinates; 
maintain  a  variety  of  simple  operational  and  personnel  records;  deal 
tactfully,  courteously  and  effectively  with  different  types  of  indi- 
viduals; operate  a  telephone  switchboard  with  dexterity;  use  telephone 
directories  accurately  and  quickly;  speak  clearly  and  distinctly. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Senior  Telephone  Operator 


CLASS  TITLE:   ADDRESSING  MACHINE  OPERATOR  CODE:   17lU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  a  graphotype  and  addressograph  machine 
to  make  and  change  plates  for  voter  registration,  billing  data,  bulletins 
and  special  announcements j  maintains  plate  files;  makes  simple  minor  adjust- 
ments to  machines;  assists  in  routine  clerical  duties;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  related  to  the  operation  of  addressograph  and  related  equip- 
ment; keeping  routine  records  and  reports  of  work  done  and  in  process. 

EXAMPLES  OF  DUTIES: 

1.  Operates  a  graphotype  and  addressograph  machine  to  cut  plates  for 
newly  registered  voters;  runs  tape  of  new  registrations,  prints  polling 
place  cards  and  locations  and  non- voter  cards. 

2.  Maintains  print  files  of  new  voters,  voters  who  have  moved,  voters 
who  change  political  parties,  and  non- voters. 

3.  When  required,  registers  new  voters  and  assists  in  training  and 
breaking-in  new  temporary  seasonal  employees. 

U.  Operates  a  graphotype  and  addressograph  machine  in  printing  billing 
data  on  index  master  cards,  new  accounts,  changes  in  accounts,  field  sheets; 
operates  machines  in  printing  data  for  bulletins  and  special  announcements. 

5.  Sets  up  and  makes  minor  simple  adjustments  to  addressing  machine 
equipment;  observes  the  operation  of  the  machines  and  detects  the  need  for 
repairs  and  adjustments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  one  year  of  experience  in  operating  addressing 
machine  and/or  related  equipment,  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  working  knowledge  of: 
the  techniques  of  operating  addressing  and  graphotype  equipment;  methods 
of  filing  prints  and  addressing  machine  stencils. 

Requires  ability  to:  make  minor  adjustments  and  fittings  for  various 
types  of  operations  on  addressing  machines;  understand  and  follow  written 
and  oral  instructions;  get  along  well  with  fellow  coworkers. 

PROMOTIVE  LINES: 

[0:   Senior  Addressing  Machine  Operator 

From:  Original  entrance  examination 


CLASS  TITLE:  SENIOR  ADDRESSING  MACHINE  OPERATOR  CODE:   1716 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  work  of  a  group  of  addressing 
machine  operators  and  personally  operates  addressing  machine  and  grapho- 
type  equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  in  the  operation  of  addressing  machine  and  grapho- 
type  equipment;  assisting  in  developing  new  methods  and  procedures; 
preventing  minor  losses  through  the  proper  handling  and  safeguarding  of 
addressing  machinery  and  equipment;  supervising  the  preparation  and  main- 
tenance of  routine  operating  reports.   Nature  of  work  requires  some 
physical  effort  and  dexterity  in  the  use  of  fingers  and  hands  in  the  opera- 
tion of  addressing  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  assigns  and  reviews  the  work  of  several  addressing 
machine  operators  engaged  in  making  and  changing  plates  for  voter  regis- 
tration and  printing  billing  data,  bulletins  and  special  announcements; 
instructs,  trains  and  advises  employees  in  making  minor  adjustments  to 
addressing  machine  equipment  and  maintenance  of  related  files;  checks 
accuracy  of  completed  work. 

2.  Performs  the  duties  of  an  addressing  machine  operator;  makes 
recommendations  as  to  whether  new  plates  should  be  reprinted  or  old  plates 
corrected;  supplies  information  from  files  to  other  units. 

3.  Maintains  adequate  stocks  of  materials;  requisitions  replacements 
when  needed;  keeps  work  records  and  prepares  reports  of  operations. 

U.  In  the  registrar's  office,  instructs  temporary  seasonal  employees 
in  the  registration  of  voters. 

5.  Performs  routine  clerical  duties  in  the  assigned  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  L,hree  years  of  experience  as  an  address- 
ing machine  operator,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
techniques  of  operating  and  maintaining  addressing  machines  and  related 
equipment;  the  techniques  of  making  minor  adjustments  to  addressing  equip- 
ment to  adapt  it  for  various  types  of  work;  office  procedures  and  practices. 

Requires  ability  to:  operate  equipment;  make  adjustments;  understand 
and  follow  written  and  oral  instructions;  supervise  and  instruct  others 
in  the  use  and  adjustment  of  such  equipment. 

Requires  ability  to:  determine  need  for  repairs;  deal  tactfully, 
courteously  and  effectively  with  fellow  employees,  supervisors  and 


CLASS  TITLE:   SENIOR  ADDRESSING  MACHINE  OPERATOR  CODE:   1716 

(Continued) 

representatives  of  other  organizational  units;  suggest  improvements  in 
operating  procedures  and  practices. 

PROMOTIVE  LINES: 

To:  Principal  Clerk 

From:  Addressing  Machine  Operator 


CUSS  TITLE:   KEY  PUNCH  OPERATOR  CODE:   1720 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  an  alphabetical  and  numerical  key- 
punch machine  in  preparing  card  records  of  fiscal,  statistical  and  other 
data;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  written  and  oral  instruc- 
tions in  the  keypunching  of  important  fiscal  and  statistical  records; 
achieving  minor  economies  through  the  efficient  application  of  key 
punching  techniques  to  standard  procedures  and  practices.   Nature  of 
duties  requires  a  moderate  degree  of  finger  dexterity  and  occasional 
lifting  effort  in  the  handling  of  trays  of  cards  and  forms. 

EXAMPLES  OF  DUTIES: 

1.  Operates  a  key  punch  machine  in  punching  accounting,  assess- 
ment, billing,  budgeting,  payroll,  statistical  and  other  data  on  cards. 

2.  Organizes  and  arranges  records  to  be  processed:  reduces  data 
according  to  alphabetical  and  numerical  codes;  verifies  cards  against 
data;  repunches  incorrect  cards;  pulls  and  hand  files  cards. 

3.  May  perform  simple  operations  on  other  tabulating  equipment 
such  as  collators,  sorters,  interpreter  and  multipliers;  maintains 
supplies  of  punch  cards  and  tabulating  forms;  fills  card  file  drawers; 
types  reports,  guide  cards  and  other  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  satisfactory  completion  of  a  training 
course  in  keypunch  operation;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of  the  operation  of  a  keypunch  machine. 

Requires  ability  to:  type  at  the  rate  of  35  net  words  per  minute 
or  to  operate  a  keypunch  machine  at  the  rate  of  35000  columns  per  hour 
with  not  more  than  5%  error;  perform  simple  mathematical  computations; 
follow  simple  oral  and  written  instructions;  maintain  harmonious  rela- 
tions with  employees  and  fellow  workers. 

PROMOTIVE  LINES: 

To:   Tabulating  Machine  Operator 

From:  Original  entrance  examination 


CLASS  TITLE:   TABULATING  MACHINE  OPERATOR  CODE:   1722 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  different  types  of  mechanical 
tabulating  equipment  in  the  compilation  of  fiscal,  statistical  and 
other  data;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  written  and  oral  instruc- 
tions in  gathering,  preparing  and  processing  important  fiscal  and 
statistical  records  according  to  established  procedures  and  standard 
practices.   Nature  of  work  requires  moderate  physical  effort  and  manual 
dexterity  involving  standing  for  long  periods  and  lifting  and  stacking 
tabulating  cards. 

EXAMPLES  OF  DUTIES: 

1.  Operates  reproducer,  sorter,  collator,  interpreter,  accounting 
machine,  multiplier  and  other  tabulating  equipment  in  processing  punch 
cards  for  purposes  of  processing  accounting,  assessment,  billing, 
budgeting,  payroll,  statistical  and  other  quantitative  data. 

2.  Performs  routine  wiring,  or  similar  panel  preparation  operations 
from  verbal  or  written  instructions;  makes  minor  repairs  and  adjustments 
on  tabulating  equipment,  and  performs  incidental  clerical  work  as  required, 

3.  May  operate  key  punch  and  verifier;  maintain  punch  card  files; 
maintain  supplies  of  punch  cards  and  forms. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  satisfactory  completion  of  a  training  course  in 
tabulating  machine  operation;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of: 
the  principles  and  operation  of  interpreters,  sorters,  reproducers, 
key  punch,  multipliers,  accounting  machines  and  other  tabulating  equip- 
ment; care  and  handling  of  tabulating  cards  and  related  forms. 

Requires  ability  to:   follow  oral  and  written  instructions;  maintain 
harmonious  relations  with  employees  and  fellow  workers;  perform  auto- 
matic mechanical  computations  with  accuracy  and  speed. 

Requires  skill,  adaptness  and  speed  in  use  of  fingers  and  hands  in 
handling  punch  cards  and  operating  tabulating  equipment. 

PROMOTIVE  LINES: 

To:   Senior  Tabulating  Machine  Operator 

From:   Original  entrance  examination 
Key  Punch  Operator 


CLASS  TITLE:   SENIOR  TABULATING  MACHINE  OPERATOR  CODE:   172U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult,  varied  and  responsible 
tabulating  equipment  operations;  may  supervise  a  small  group  of  tabula- 
ting equipment  operators;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  methods 
and  procedures  relating  to  the  operation  of  a  variety  of  mechanical 
tabulating  equipment;  accumulating,  assembling  and  processing  data  for 
fiscal  and  statistical  reports;  application  of  technical  skills  to 
varying  tabulating  procedures  and  checking  to  assure  accurate  results. 
Nature  of  work  requires  moderate  physical  effort  and  manual  dexterity, 
involving  standing  for  long  periods  and  lifting  and  stacking  tabulating 
cards. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  varied  and  difficult  panel  boards  for  machine  operations; 
wires  or  otherwise  prepares  permanent  and  temporary  boards  for  tabulating 
equipment;  operates  collators,  reproducers,  interpreters,  multipliers,  ac- 
counting machines  and  related  tabulating  equipment. 

2.  Performs  difficult  tabulating  equipment  operation  work; 
establishes  classifications  and  codes  to  be  used  in  tabulation  operations; 
processes  and  prepares  regular  and  special  reports. 

3-  May  supervise  a  small  group  of  tabulating  equipment  and  key 
punch  operators;  maintain  punch  card  files  and  stocks  of  forms  and 
requisition  supplies  as  needed;  or  may  incidentally  operate  consoles  and 
other  electronic  data  processing  equipment. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  satisfactory  completion  of  training  courses 
in  various  tabulating  machine  operation  and  panel  board  wiring,  and  at 
least  two  years  of  responsible  experience  in  the  operation  of  tabula- 
ting equipment;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of 
principles  and  operation  of  a  wide  variety  of  tabulating  equipment  such 
as  reproducers,  interpreters,  multipliers  and  accounting  machines. 

Requires  general  ability  to:  prepare  panel  wiring  diagrams  of 
moderate  difficulty;  assign,  supervise  and  inspect  the  work  of  others; 
work  independently  with  minimum  instructions;  perform  computations  with 
accuracy. 

Requires  skill  and  speed  in  the  operation  and  adjustment  of  tabu- 
lating and  allied  punch  card  equipment. 

PROMOTIVE  LINES: 

r_o:  Principal  Tabulating  Machine  Operator 

From:  Tabulating  Machine  Operator 


CUSS  TITLE:   PRINCIPAL  TABULATING  MACHINE  OPERATOR       CODE:   1726 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  group  of  tabulating  equipment  opera- 
tors in  processing  complex  fiscal  and  statistical  data;  prepares  pro- 
cedure manuals  and  work  flow  charts  for  tabulating  operations;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policy  and  methods  relating  to  the  operations  of  a 
small  and  important  tabulating  unit;  devising  new  procedures  and  utilis- 
ing various  machine  combinations;  planning  and  assigning  tasks  in  order 
to  maintain  a  continuous  flow  of  data  through  various  machines  in  proper 
sequence;  making  regular  contacts  with  employees,  persons  in  other 
departments  and  representatives  of  business  machine  and  other  agencies. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  trains  and  supervises  a  group  of  tabulating  equipment 
operators;  establishes  work  flow  and  machine  utilization  schedules  to 
meet  deadlines. 

2.  Designs  complex  original  wiring  diagrams  from  raw  data;  performs 
difficult  and  complex  tabulating  equipment  work;  prepares  and  revises 
procedure  manuals;  develops  punc!  card  and  report  forms. 

3.  Confers  with  supervisor  and  other  departments  to  explain  and 
advise  on  the  feasibility  of  projected  tabulating  procedures,  coding 
data,  machine  requirements,  production  deadline  problems,  purchasing  of 
tabulating  materials  and  operating  costs. 

U.  Supervises  the  machine  processing  of  fiscal  and  statistical 
data;  makes  analyses  and  reconciliations  of  processed  data;  prepares 
difficult  statements  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  satisfactory  completion  of  recognized 
courses  in  various  tabulating  machine  opere^ions  and  panel  board  wir- 
ing, and  at  least  four  years  of  increasingly  responsible  experience 
in  the  operation  of  tabulating  equipment:  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  the  operation,  adjustment  and  care  of  a  wide  variety  of  tabulating 
equipment  and  the  application  of  such  equipment  to  fiscal  and  statisti- 
cal problems. 

Requires  ability  to:   analyze  fiscal  and  statistical  problems;  de- 
velop effective  tabulating  machine  procedures  for  performance  of  such 
work;  keep  operating  records  and  make  reports;  plan,  organize,  assign, 
supervise  and  inspect  the  work  of  a  tabulating  section. 

Requires  considerable  skill  in  the  application  of  principles  and 
practices  used  in  the  wiring  and  operation  of  a  variety  of  tabulating 
equipment. 


CLASS  TITLE:   PRINCIPAL  TABULATING  MACHINE  OPERATOR       CODE:   1726 
( Continued) 

PROMOTIVE  LINES: 

To:     Tabulating  Division  Supervisor 

From:   Senior  Tabulating  Machine  Operator 


CLASS  TITLE:   TABULATING  DIVISION  SUPERVISOR  CODE:  1728 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  assigns,  coordinates  and  supervises  a 
departmental  tabulating  unit  in  the  mechanical  processing  of  fiscal  and 
statistical  data  for  diversified  and  complex  reports;  studies,  designs  and 
installs  tabulating  procedures  for  various  statistical  and  fiscal  operations; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  planning,  developing  and  coordinating 
policies  and  procedures  in  the  machine  processing  of  fiscal  and  statistical 
data  for  a  large  tabulating  unit;  preparing,  checking  and  reviewing  important 
detailed  and  complex  reports;  devising  new  arrangements  in  tabulating  machine 
utilization  in  order  to  maintain  a  continuous  flow  of  data  in  proper  sequence; 
making  regular  contacts  with  department  heads,  business  machine  representa- 
tives and  division  heads. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  trains  and  supervises  a  large  tabulating  division  or  group 
performing  a  variety  of  complex  mechanical  tabulating  equipment  operations; 
establishes  work  flow  and  machine  utilization  schedules  to  meet  deadlines. 

2.  Designs  very  difficult  and  complex  original  wiring  diagrams  from 
raw  data;  performs  the  more  complex  tabulating  equipment  operations;  prepares 
and  revises  procedure  manuals;  designs  punch  card  layouts  and  related  report 
forms. 

3.  Supervises  the  machine  processing  of  fiscal  and  statistical  data; 
makes  analyses  and  reconciliations  of  processed  data;  prepares  more  diffi- 
cult statements  and  reports. 

U.  Confers  with  personnel  at  all  levels;  explains  and  advises  on  the 
feasibility  of  projected  tabulating  procedures;  advises  on  forms  design, 
coding  data,  machine  requirements  and  operating  costs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  satisfactory  completion  of  training  courses  in 
various  tabulating  machine  operations  and  panel  board  wiring,  and  a1 
least  six  years  of  increasingly  responsible  experience  in  the  operation  of 
tabulating  equipment,  at  least  two  years  of  which  shall  have  been  at  a 
supervisory  level;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge  of 
the  operation,  adjustment  and  care  of  a  wide  variety  of  tabulating  equip- 
ment; the  application  of  such  equipment  to  fiscal  and  statistical  problems; 
methods,  principles,  practices  and  limitations  of  mechanical  tabulating 
equipment. 

Requires  general  ability  to:  analyze  fiscal  and  statistical  problems 
and  develop  effective  tabulating  machine  procedures  for  their  solution; 


CLASS  TITLE:   TABULATING  DIVISION  SUPERVISOR  CODE:   1728 

(Continued) 

keep  operating  records  and  make  reports;  plan,  organize,  assign,  supervise 
and  inspect  the  work  of  others. 

Requires  considerable  skill  in  the  application  of  principles  and 
practices  used  in  the  scheduling,  wiring  and  operation  of  tabulating  equip- 
ment. 

PROMOTIVE  LINES: 

To:     Central  Services  Supervisor 

From:      Principal  Tabulating  Machine  Operator 


CLASS  TITLE:   ELECTRONIC  DATA  PROCESSING  CENTER  CODE:  1730 

ASSISTANT  SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  the  supervisor  in  planning,  coordinating 
and  directing  the  electronic  data  processing  center;  performs  technical 
work  in  the  programming  and  operation  of  mechanical  and  electronic  com- 
puters; reviews  and/or  assists  in  reviewing  existing  manual  systems  and 
programs  for  conversion  to  machine  operation;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   assisting  in  originating,  developing, 
interpreting  and  coordinating  policy  and  methods  in  the  data  processing 
center;  preparing,  checking  and  reviewing  important  detailed  and  complex 
fiscal  and  statistical  reports  relating  to  data  processing;  achieving 
moderate  economies  through  efficient  planning  and  utilization  of  machines; 
keeping  operating  records  and  making  reports;  making  regular  contacts 
with  employees,  persons  in  other  departments,  business  machine  represent- 
atives and  other  agencies. 

EXAMPLES  OF  DUTIES: 

1.  Assists  or  assigns,  trains  and  supervises  a  large  mechanical 
tabulating  and  electronic  processing  group  in  performing  a  variety  of 
complex  computing  and  tabulating  operations;  establishes  work  plans  and 
machine  schedules  to  meet  deadlines. 

2.  Designs  more  difficult  original  wiring  diagrams  from  raw  data; 
performs  difficult  tabulating  and  electronic  data  processing  operations; 
prepares  and  revises  procedural  and  operating  instructions  for  programs, 
revising  them  as  necessary  for  most  efficient  operations;  operates  and 
adjusts  equipment  as  necessary. 

3.  Establishes  electronic  computer  programs;  assembles  raw  data; 
analyzes  data;  prepares  block  diagrams  and  codes  flow  chart  steps  into 
machine  language;  designs  input,  output  and  related  forms,  including 
cards  and  magnetic  tape  records;  sets  up,  tests  and  evaluates  results. 

i;.   Supervises  the  machine  processing  of  fiscal  and  statistical 
data;  prepares  more  difficult  reports  and  maintains  and  controls  record 
processing;  orders  supplies  and  forms;  assists  in  the  preparation  of  the 
annual  budget;  keeps  work  logs  and  machine  performance  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  or  public  administration,  mat!  ematics  or  statistics,  supplemen- 
ted by  specialized  training  in  electronic  data  processing. 

Requires  five  years  of  experience  in  analysis  of  programming  and 
coding  operations  for  electronic  or  data  processing  computers,  including 
one  year  of  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   ELECTRONIC  DATA  PROCESSING  CENTER  CODE:   1730 

ASSISTANT  SUPERVISOR  (Continued) 

Knowledge,  Abilities  and  Skills:   Requires  a  considerable  knowledge 
of:   the  principles  and  techniques  of  machine  tabulating  and  electronic 
data  processing;  program  planning;  machine  scheduling;  card  and  form 
design;  methods  and  procedures  analysis;  control  requirements  for  elec- 
tronic data  processing  systems. 

Requires  ability  to:   analyze  raw  data;  draw  sound  conclusions; 
write  clear  programs  for  efficient  machine  utilization;  establish  and 
maintain  working  relationships  with  other  division  heads  and  associates. 

Requires  skill  in  the  wiring  and  operation  of  tabulating  and  elec- 
tronic data  processing  equipment. 

PROMOTIVE  LINES: 

To:  Electronic  Data  Processing  Center  Supervisor 

From:   Original  entrance  examination 


CLASS  TITLE:   ELECTRONIC  DATA  PROCESSING  CENTER  SUPERVISOR  CODE:   1732 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  coordinates  and  directs  tabulating 
and  electronic  data  processing  methods  and  procedures;  performs  highly 
technical  work  in  the  programming  and  operation  of  mechanical  and 
electronic  computers;  reviews  and  evaluates  existing  manual  systems  and 
programs  for  conversion  to  machine  operation;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  originating,  developing,  interpreting 
and  coordinating  policy  and  methods  in  the  data  processing  center; 
achieving  considerable  economies  through  proper  planning  and  utilization 
of  facilities  and  equipment;  making  continuing  personal  contacts  with 
representatives  of  city  and  school  district  departments  and  business 
machine  companies;  checking  and  reviewing  important  detailed  and  complex 
personnel,  fiscal  and  statistical  reports  relating  to  data  processing; 
directing  the  work  of  electronic  and  data  processing  personnel. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  coordinates  and  directs  the  activities  of  the 
data  processing  center;  confers  with  divisional,  departmental  and 
business  machine  representatives  regarding  conversion  from  manual  to 
machine  processes;  discusses  necessity  of  revising  procedures,  coding 

of  data,  timing  of  operations,  costs  and  problems  involved  in  rendering 
data  processing  services. 

2.  Establishes  detailed  and  complex  electronic  computer  programs; 
assembles  raw  data  and  analyzes  data;  prepares  block  diagrams  and  codes 
flow  chart  steps  into  machine  language;  designs  input,  output  and 
related  forms,  including  cards  and  magnetic  tape  records;  sets  up, 
tests  and  evaluates  results. 

3.  Reviews  procedural  and  operating  instructions  for  programs; 
revises  them  as  necessary  for  most  efficient  operation;  operates  and 
adjusts  equipment  as  necessary. 

h-     Directs,  maintains  and  controls  record  processing;  orders 
supplies  and  forms;  prepares  budget  estimates  for  data  processing 
center;  keeps  work  logs  and  machine  performance  records. 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration,  mathematics  or  statistics,  supplemented 
by  specialized  training  in  electronic  data  processing. 

Requires  seven  years  of  experience  in  analysing,  programming  and 
coding  operations  for  electronic  or  data  processing  computers,  including 
three  years  of  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Requires  a  comprehensive  knowledge 


CLASS  TITLE:   ELECTRONIC  DATA  PROCESSING  CENTER  SUPERVISOR  CODE:   1732 
(Continued) 

of:   the  principles  and  techniques  of  electronic  data  processing;  program 
planning;  machine  scheduling;  card  and  form  design;  methods  and  procedures 
analysis;  control  requirements  for  electronic  data  processing  systems. 

Requires  considerable  ability  to:  analyze  raw  data;  draw  sound  con- 
clusions; write  clear  programs  for  efficient  machine  utilization;  estab- 
lish and  maintain  working  relationships  with  other  division  heads  and 
associates. 

Requires  skill  in  wiring  and  operating  tabulating  and  electronic 
data  processing  equipment. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Electronic  Data  Processing  Center  Assistant  Supervisor 


CUSS  TITLE:  BLUEPRINTING  MACHINE  OPERATOR  CODE:   171*0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  blueprint  and/or  ozalid  machines  in 
reproducing  plans,  charts,  maps,  tracingsand  other  documents;  and  per- 
forms related  duties  as  required. 

Requires  normal  responsibility  for:  following  standardized  methods 
and  procedures  in  the  operation  of  blueprinting,  ozalid  and  other  repro- 
ducing machines;  preventing  moderate  losses  through  the  safeguarding  and 
proper  handling  of  machines.  Nature  of  work  requires  normal  attention 
with  short  periods  of  concentration  for  accurate  results,  some  physical 
effort  and  dexterity  in  the  use  of  fingers  and  hands  in  the  operation  of 
machines  and  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Operates  a  blueprinting  and/or  ozalid  machine  in  the  production 
of  blueprints,  ozalids,  brown  line  and  van  dyke  prints;  makes  duplicate 
tracings;  makes  ammonia  prints. 

2.  Maintains  equipment  by  oiling  and  greasing,  cleaning  globes  and 
contact  glass,  placing  and  trimming  of  arc  lamp  globes,  and  making  minor 
repairs  and  adjustments. 

3.  Mixes  chemical  solutions;  determines  exposure  time  according  to 
type  and  transparency  of  papers;  trims  prints  to  required  size. 

h.     May  occasionally  operate  a  photocopy  machine  in  the  reproduction 
of  typewritten  work,  printed  material,  documents  and  records. 

5.  Performs  clerical  work  incidental  to  the  operation  of  machines 
and  related  procedures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school^  supplemented  by  at  least  one  year  of  experience  in  the  operation 
of  blueprint  or  ozalid  machines;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  processing 
materials  and  chemicals  used  in  blueprinting  and  photo  reproduction 
work. 

Requires  ability  to:   operate  blueprint  and  ozalid  machine  in  pro- 
ducing high  quality  work;  perform  simple  clerical  work;  make  simple 
mathematical  computations;  follow  written  and  oral  instructions. 

PROMOTIVE  LINES: 

To:  Senior  Blueprinting  Machine  Operator 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  BLUEPRINTING  MACHINE  OPERATOR        CODE:   17U2 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  blueprint  and  photo- 
copy workj  and.  in  addition,  exercises  work  direction  over  other  blue- 
printing machine  operators;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  the  proper  operation  of  blueprinting 
and  ozalid  machines;  preventing  moderate  losses  through  the  proper 
handling,  safeguarding  and  servicing  of  blueprinting  equipment;  keeping 
routine  records  and  reports  of  time  and  work  done.  Nature  of  work  re- 
quires short  periods  of  concentration  for  accuracy  of  results;  some 
physical  effort  and  dexterity  in  the  use  of  fingers  and  hands  in  the 
operation  of  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  blueprinting  machine  operators  in  the  reproduction 
of  plans,  charts,  maps,  tracings  and  other  documents;  assigns  work  to 
subordinates;  trains  new  employees;  checks  progress  and  completion  of 
work. 

2.  Supervises  and  personally  participates  in  various  reproduction 
operations  and  processes,  including  making  blueprints,  ammonia  prints, 
blue  line  prints,  van  dyke  negatives,  duplicate  tracings,  etc. 

3.  Maintains  a  stock  of  chemicals,  blueprint  paper  and  other 
sensitized  papers;  indexes  and  maintains  files  of  reproduced  material; 
tests  sensitized  papers  submitted  by  suppliers. 

h.     Makes  estimates  of  costs  and  time  on  jobs;  keeps  records  and 
makes  reports  of  work  done. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  two  years  of  experience  as  a  blueprinter 
or  photocopy  operator}  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  know- 
ledge of:   the  process,  materials  and  chemicals  used  in  blueprinting 
and  other  similar  reproduction  processes;  terminology  applied  to  various 
types  of  reproductions  of  maps  and  drawings;  capabilities  of  various 
machine  operating  methods;  maintenance  requirements  of  blueprint,  ozalid. 
and  similar  machines;  properties  of  various  types  of  sensitized  papers, 
chemicals,  negatives  and  the  problems  present  in  making  effective  repro- 
ductions. 

Requires  ability  to:   organize  and  supervise  the  work  of  a  small 
group  of  subordinates;  keep  routine  records  and  prepare  routine  operating 
reports;  deal  tactfully,  courteously  and  effectively  with  subordinates. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Blueprinting  Machine  Operator 


CLASS  TITLE:   PHOTOSTAT  OPERATOR  CODE:   1750 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  photostat  and  other  photo- 
copy machines  in  producing  photographic  copies  of  legal  documents, 
printed  material,  maps,  charts  or  other  records;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  relating  to  the  operation  and  maintenance  of  photostat 
and  photocopy  machines;  preventing  moderate  losses  through  the  proper 
handling  and  safeguarding  of  photocopy  equipment;  keeping  routine 
records  and  reports  of  time  and  work  in  process.  Nature  of  work  requires 
some  physical  effort  and  dexterity  in  the  use  of  hands  and  fingers  in 
the  proper  operation  and  maintenance  of  photocopy  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Operates  photostat  or  other  photocopy  machines  in  making 
photographic  copies  of  legal  documents,  printed  material,  maps,  charts 
and  other  records;  operates  print  washers  and  dryers;  trims,  sorts  and 
assembles  prints;  uses  special  attachments  and  adjustments  in  making 
special  certified  copies  from  microfilm. 

2.  Prepares  necessary  chemical  solutions  in  connection  with  the 
work;  lubricates  and  cleans  equipment;  requisitions,  stores  and  checks 
supplies. 

3.  Microfilms  checks,  deeds  and  various  other  documents. 

h.      Splices  film  for  correction  and  completing  exposures;  numbers 
documents  and  enters  on  index  ledger;  compares  documents  for  correct- 
ness; places  film  in  jackets  for  public  use. 

5.   May  incidentally  operate  a  mimeograph  or  ditto  machine  and 
assemble  material. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  two  years  of  experience  in  the  operation 
of  photostat  and  other  photocopy  equipment;  or  an  equivalent  comb- 
ination of  training  and  experience. 

nowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  and  skill  in  the  operation  of  photostat  and  other  photocopy 
machines;  the  materials  used  in  the  work;  the  related  chemicals  and 
formulas  employed. 

Requires  ability  to:   scale  and  reproduce  copy  that  is  faded  or 
damaged;  make  minor  repairs  to  photocopy  machine  or  equipment;  under- 
stand and  carry  out  oral  and  written  directions. 

PROMOTIVE  LINES: 

To:  Senior  Photostat  Operator 

From:  Original  entrance  examination 


CLASS  TITLE:  SENIOR  PHOTOSTAT  OPERATOR  CODE:  1752 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  the  duties  of  a  photostat  operator;  and,  in 
addition,  supervises  the  work  of  several  photostat  operators;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
methods  and  procedures  relative  to  the  operation  and  maintenance  of  photo- 
stat or  other  photocopy  equipment;  preventing  moderate  losses  througi  the 
proper  handling,  operation  and  maintenance  of  photocopy  materials  and 
equipment;  preparing  and  checking  routine  reports  and  records  of  time  and 
work  done  and  in  process.   Nature  of  work  requires  some  physical  effort  in 
the  use  of  fingers  and  hands  in  the  proper  operation  and  maintenance  of 
photocopy  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  one  or  more  photostat  operators  in  the  operation  of 
photostat  or  other  photocopy  machines;  lays  out  work;  instructs  and  checks 
employees  on  completion  of  work;  is  responsible  for  numbering,  copying 
and  comparing  all  recorded  documents. 

2.  Operates  photostat,  microfilm  or  other  photocopy  machines  in 
making  copies  of  legal  documents,  printed  material,  maps,  charts  and  other 
records;  operates  print  washers  and  dryers;  trims,  sorts  and  assembles 
prints;  uses  special  attachments  and  adjustments  in  making  special  certi- 
fied copies  from  microfilm. 

3.  Prepares  necessary  chemical  solutions  in  connection  with  the  work; 
lubricates  and  cleans  photocopy  equipment:  requisitions  materials  and 
supplies  and  checks  stocks. 

U-  Microfilms  checks,  deeds  and  various  other  documents;  splices  film 
for  correction  and  completing  exposures;  numbers  documents  and  enters  on 
index  ledger;  compares  documents  for  correctness;  places  film  in  jackets 
for  public  use. 

5.  May  incidentally  operate  a  mimeograph  or  ditto  machine  and  assemble 
material. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  four  years  of  experience  in  the  operation 
of  a  photostat  or  other  photocopy  machines;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of  and 
skill  in  the  operation  of  photostat  and  other  photocopy  machines;  the 
materials  used  in  the  work;  the  related  chemicals  and  formulas  employed. 

Requires  ability  to:   scale  and  reproduce  material  that  is  faded  or 
damaged;  make  minor  repairs  to  photocopy  machine  or  equipment;  understand 
and  carry  out  oral  and  written  directions;  assign  and  supervise  the  work 


CLASS  TITLE:   SENIOR  PHOTOSTAT  OPERATOR  CODE:   1?52 

(Continued) 

of  one  or  more  subordinates;  deal  courteously,  effectively  and  tactfully 
with  fellow  employees;  prepare  and  review  routine  operating  reports. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Photostat  Operator 


CLASS  TITLE:  OFFSET  MACHINE  OPERATOR  CODE:   1760 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  an  offset  duplicating  machine 
in  the  reproduction  of  varied  typewritten  or  other  material;  cleans 
and  makes  adjustments  to  equipment;  and  performs  related  duties  as 
required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  relating  to  the  operation  and  maintenance  of  davidson  or 
multilith  offset  duplicating  machines;  preventing  moderate  losses  through 
the  proper  handling  and  operation  of  such  equipment;  keeping  routine 
records  and  reports  of  time  and  work  done  and  in  process. 

EXAMPLES  OF  DUTIES: 

1.  Operates  an  offset  process  davidson  or  multilith  duplicating 
machine  and  other  similar  equipment  in  the  reproduction  of  single  or 
multi-color  work  from  master  plates. 

2.  Adjusts  machines  for  different  weights  and  sizes  of  stock; 
inks  and  adjusts  rollers  and  regulates  flow  of  ink  and  repellent 
solution. 

3.  Preserves  and  files  negatives,  masters  and  printing  plates  for 
future  use. 

h.     Makes  adjustments  to  machines  and  maintains  them  in  good  working 
condition. 

5.  Maintains  files  of  duplicating  masters  and  other  related  files. 

6.  Performs  miscellaneous  clerical  duties  such  as  assembling  and 
stapling  reproduced  materials;  orders  and  maintains  necessary  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  one  year  of  experience  in  the 
operation  of  offset  process  duplicating  machines;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
operation  of  offset  and  other  duplicating  machines;  inks  and  types  of 
paper  used  in  duplicating  work;  modern  office  methods  and  machines. 

Requires  ability  to:   make  minor  adjustments  of  duplicating  equip- 
ment units  and  maintain  them  in  good  working  order;  perform  routine 
clerical  work;  carry  out  oral  and  written  instructions. 

PROMOTIVE  LINES: 

To:   Senior  Offset  Machine  Operator 

From:   Original  Entrance  Examination 


CUSS  TITLE:   SENIOR  OFFSET  MACHINE  OPERATOR  CODE:   1762 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  operates  an  offset  duplicating  machine  for  repro- 
ducing typewritten  and  other  material  from  master  plates;  supervises  the 
work  of  several  machine  operators;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  related  to  the  operation  and  maintenance  of  david- 
son  or  multilith  offset  duplicating  machines  and  related  equipment; 
preventing  moderate  losses  through  the  proper  handling  and  safeguarding  of 
such  equipment;  maintaining  routine  reports  of  time  and  work  done  and  in 
process.  Nature  of  work  requires  some  physical  effort  and  dexterity 
in  the  use  of  fingers  and  hands  in  the  operation  of  offset  or  related 
machines  and  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Schedules,  assigns  and  reviews  the  work  of  offset  machine  oper- 
ators engaged  in  the  operation  and  maintenance  of  davidson  or  multilith 
offset  duplicating  machines,  mimeograph  and  ditto  machines  and  other 
duplicating  equipment. 

2.  Operates  an  offset  process  davidson  or  multilith  duplicating 
machine  and  other  equipment  in  the  reproduction  of  single  or  multi-color 
work  from  master  plates. 

3.  Adjusts  machines  for  different  weights  and  sizes  of  stock;  inks 
and  adjusts  rollers  and  regulates  flow  of  ink  and  repellent  solution. 

h.      Preserves  and  files  negatives,  masters  and  printing  plates  for 
future  use. 

5.  Makes  adjustments  to  machines  and  maintains  them  in  good  working 
condition. 

6.  Maintains  files  of  duplicating  masters  and  other  related  files. 

7.  Performs  miscellaneous  clerical  duties  such  as  assembling  and 
stapling  reproduced  materials;  orders  and  maintains  necessary  supplies. 

8.  May  estimate  the  cost  of  duplicating  jobs;  requisitions  and  is 
responsible  for  materials  and  supplies  for  offset  equipment;  submits 
reports  on  progress  of  work  and  recommends  changes  and  improvements  in 
methods  and  procedures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  two  years  of  experience  as  an  offset 
machine  operator. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  operation  of  various  types  of  duplicating  equipment;  types, 
quality,  sizes  and  uses  of  paper,  inks,  solvents  and  various  supplies 
needed;  modern  office  methods  and  procedures. 


CLASS  TITLE:   SENIOR  OFFSET  MACHINE  OPERATOR  CODE:   1762 

(Continued) 

Requires  ability  to:  make  minor  adjustments  of  duplicating  machines 
and  other  related  equipment}  perform  or  supervise  routine  clerical  work; 
assign,  supervise  and  review  the  work  of  a  small  group  of  employees; 
follow  oral  and  written  instructions;  deal  tactfully,  courteously  and 
effectively  with  subordinates. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Offset  Machine  Operator 


CLASS  TITLE:  PHOTOGRAPHER  CODE:   1770 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  takes  black-and-white  and  color  still  photographs j 
develops  and  processes  film;  prints,  enlarges,  reduces  and  copies 
photographs;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  in  the  operation  and  maintenance  of  photographic  equip- 
ment and  supplies;  preventing  moderate  losses  through  the  proper  handling 
and  safeguarding  of  expensive  photographic  equipment  and  supplies. 
Nature  of  work  requires  continuous  close  attention  for  accurate  results, 
involving  some  physical  effort  and  dexterity  in  the  use  of  fingers  and 
hands  in  taking  and  processing  photographs. 

EXAMPLES  OF  DUTIES: 

1.  Photographs  exteriors  and  interiors  of  buildings  for  public 
records;  makes  photographic  copies;  makes  identification  photographs. 

2.  Takes  black-and-white  and  color  photographs  for  all  utility 
departments  including  water,  airport  and  hetch  hetchy,  to  supply  infor- 
mation on  accidents. 

3.  Developes,  fixes,  washes  and  dries  negatives;  files,  indexes, 
and  cross-indexes  process  negatives;  enlarges  and/or  contact -prints 
negatives;  makes  color  slides. 

U-     Cleans  and  maintains  photographic  equipment  and  supplies  and 
makes  minor  repairs  to  equipment. 

5>.  Prepares  chemical  solutions. 

6.  Trims,  mounts,  spots,  sorts  and  numbers  finished  prints. 

7.  Maintains  records  of  supplies  and  equipment  and  reorders  when 
necessary. 

8.  Delivers  or  picks-up  pictures  of  photostats;  drives  car  from 
point  to  point  to  transport  cameras  and  other  equipment  for  making  photo- 
graphs and  for  picking  up  photographic  supplies. 

9.  May  occasionally  operate  a  photostat  machine  or  make,  process 
and  trim  photostats. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  completion  of  a  professional  training  course  in 
commercial  photography  and  at  least  two  years  of  experience  in  black-and- 
white  and  color  photography;  or  an  equivalent  combination  of  training 
and  experience. 

knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of 
the  operation  of  various  types  of  photographic  equipment,  including  cam- 
eras, projectors,  enlargers,  film  developing  equipment,  tripods,  flash  and 
strobe  equipment,  and  other  photographic  and  dark  room  equipment  and  of 
the  principles,  procedures  and  techniques  involved  in  taking,  processing 
and  developing  black-and-white  and  color  photographs.  Requires  ability 
and  skill  to  take  effective  photographs  which  will  convey  thoughts  and 
stories  through  the  use  of  a  variety  of  photographic  and  processing 
techniques  and  equipment. 


CLASS  TITLE:   PHOTOGRAPHER  (continued)-  CODE:   1?70 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:  Head  Photographer 
Photo-Lithographer 

From:  Original  entrance  examination 


CLASS  TITLE:   PHOTO-LITHOGRAPHER  CODE:   1772 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  photographs  illustrations,  type-set  copy  or  other 
material  to  produce  a  lithographic  process  negative  to  be  used  in  offset, 
blueprint  or  photographic  printing;  makes  zinc  and  aluminum  plates  for 
two- tone  work;  photographs,  processes  and  develops  pictures  to  be  used 
by  city  departments;  and  performs  related  duties  as  required. 

Requires  responsibility  and  provides  opportunity  for  preventing 
moderate  losses  through  the  proper  handling  and  safe-guarding  of  photo- 
graphic materials  and  equipment.   Nature  of  work  requires  the  applica- 
tion of  technical  skill  and  use  of  several  procedures  in  the  operation 
and  use  of  photographic  materials,  supplies,  equipment  and  lithographic 
process  negatives  ,  involving  some  physical  effort  and  manual  dexterity 
in  the  use  of  photographic  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Takes,  processes,  retouches  and  lays-out  all  lithographic 
negatives  used  in  offset  blueprint  and  photographic  printing;  answers 
technical  questions  pertaining  to  the  work. 

2.  Photographs,  processes,  prints,  enlarges  and  reproduces 
pictures  to  be  used  by  city  departments  for  informational  purposes  such 
as  hazardous  conditions,  accidents  and  construction  progress. 

3.  Processes  microfilm  and  gives  technical  advice  on  microfilming 
problems,  instructs  other  personnel  in  the  operation  of  microfilm 
equipment . 

k.     Acts  for  the  central  services  supervisor  in  his  absence. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  two  years  of  experience  in  black- 
and-white  and  color  photography,  including  some  experience  in  processing 
lithographic  negatives,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of 
the  principles,  techniques  and  procedures  used  in  the  taking  and 
processing  of  black-and-white  and  color  still  photographs,  and  in  the 
procedures  involved  in  preparing  lithographic  process  negatives  used  in 
offset  or  photographic  printing. 

Requires  ability  and  skill  to  operate  and  use  a  variety  of  photo- 
graphic equipment  including  copy  camera,  speed  camera,  microfilm  camera 
and  related  dark  room  equipment. 

PROMOTIVE  LINES: 

Io:  Head  Photographer 

From:  Photographer 

Original  entrance  examination 


CLASS  TITLE:   HEAD  PHOTOGRAPHER  CODE:   177U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  takes  photographs:  develops  negatives;  makes 
prints,  enlargements,  photo  murals  and  photostats;  supervises  the  work 
of  technical  assistants  in  the  photo  laboratory;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  methods 
and  procedures  relative  to  photography  and  photo  copy  reproduction; 
preventing  moderate  losses  through  the  proper  use  and  safeguarding  of 
photography  supplies,  equipment  and  facilities;  keeping  routine  records 
and  reports  of  time  and  work  done  and  in  process. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operation  of  a  photographic  and  reproduction 
laboratory  in  the  processing  of  photographs  and  reproductions  and 
assumes  responsibility  for  the  progress  and  completion  of  the  work. 

2.  Orders  supplies  and  equipment,  maintains  records  of  all  work 
performed  and  materials  used;  maintains  files  and  inventory  records; 
records  picture  data  and  cross-indexes  negatives  and  old  plates. 

3.  Maintains  and  makes  minor  repairs  to  photographic  equipment 
and  accessories. 

1;.  Makes  black-and-white  or  color  movies  or  still  photographs  for 
purposes  of  construction  progress,  accident  claims,  records  or  publi- 
city. 

$.     Drives  car  or  light  truck  on  assignments  and  may  occasionally 
use  an  airplane  or  helicopter  for  aerial  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  two  years  of  specialized  training 
in  a  photography  school,  and  at  least  one  year  of  experience  in  general 
photography  work  involving  the  use  of  a  variety  of  photographic  and 
reproduction  processes;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  of 
the  principles  and  practices  involved  in  operating  a  photographic 
laboratory;  and  a  basic  knowledge  of  photographic  chemistry,  art  and 
publicity  media. 

Requires  ability  to:   use  various  types  of  cameras,  darkroom 
equipment,  photo  washers  and  dryers  in  processing  film  to  present  clear 
pictures  which  may  be  used  as  evidence  in  court  cases;  assign  and  re- 
view the  work  of  others;  deal  courteously  and  tactfully  with  subordin- 
ates. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE:   HEAD  PHOTOGRAPHER  (continued)  CODE;   177.1 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Photographer 

Photo -Lithographer 


CLASS  TITLE:   CENTRAL  SERVICES  SUPERVISOR  CODE:   1780 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  is  responsible  for  the 
operation  of  a  central  tabulating,  reproduction  and  general  services 
bureau;  exercises  supervision  and  direction  over  several  small  units 
engaged  in  a  variety  of  machine  operating,  duplicating  and  reproduction 
activities;  and  performs  related  duties  as  required. 

Is  responsible  for:   interpreting,  coordinating  and  enforcing 
policies,  methods  and  procedures  relating  to  tabulating  and  reproduction 
services  for  city  departments,  and  originating  and  developing  new  pro- 
cedures; achieving  moderate  economies  through  proper  cost  estimating 
for  central  services  activities  and  supervising  the  safeguarding  and 
proper  handling  and  maintenance  of  machines  and  equipment;  the  prepara- 
tion, checking  and  reviewing  of  important  operational  and  other  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  work  of  employees  engaged  in  a 
variety  of  machine  operating  activities,  including  tabulating,  photo- 
graphy, blueprinting,  photostat  and  offset  machine  operations: 
interprets  departmental  rules,  regulations  and  policies;  directs  the 
reassignment  of  personnel  and  changes  in  schedules  in  order  to  meet 
deadlines  and  expedite  jobs;  reviews  completed  work:  enforces  dis- 
ciplinary action  when  required. 

2.  Computes,  approves  and  reviews  cost  estimates  for  various 
machine  operation  activities;  makes  recommendations  concerning  methods 
used  in  the  preparation  of  material  for  efficient  work  flow  in  tabu- 
lating and  reproduction  procedures:  studies,  designs  and  reviews 
tabulating  and  reproduction  procedures  and  makes  recommendations  con- 
cerning methods  and  the  preparation  of  material  for  efficient  work 
flow. 

3.  Estimates  and  requisitions  all  materials  and  supplies  for 
machine  operation  activities;  arranges  for  equipment  maintenance  and 
repair;  prepares  budget  estimates  and  recommends  equipment  replacement; 
reviews,  approves  and  signs  shop  order  forms,  work  orders,  requisitions 
for  purchase  orders,  material  received  ledgers  and  revolving  fund 
vouchers  and  various  personnel  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  eight  years  experience  in 
operating  a  variety  of  duplicating,  tabulating  and/or  reproduction  and 
related  equipment  and  machinery,  at  least  four  years  of  which  shall  have 
been  in  a  supervisory  capacity;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  general  knowledge  of: 
the  methods,  tools,  machinery  and  equipment  used  in  tabulating  work, 
including  machine  accounting,  blueprinting,  and  reproduction  techniques; 
effective  supervision  and  shop  management. 


CLASS  TITLE:   CENTRAL  SERVICES  SUPERVISOR  CODE:   1?80 

( continued ) 

Requires  ability  to:  plan,  organize  and  direct  the  work  of  others; 
work  harmoniously  with  other  city  department  officials  and  employees  in 
planning,  scheduling  and  completing  work  orders;  improvise  tools,  mach- 
inery and  equipment  to  solve  difficult  and  complex  tabulating  and  repro- 
duction problems;  prepare  accurate  cost  estimates  for  machine  operation 
activities. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Supervisor,  Tabulating  Division 


CLASS  TITLE:   RESEARCH  ASSISTANT  CODE:  1802 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  collecting,  analyzing, 
interpreting,  and  presenting  medical,  social  and  psychological  data 
obtained  from  persons,  charts  and  records  for  research  purposes;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and 
enforcing  existing  policy  and  methods  and  for  assisting  in  originating 
methods  and  procedures  relating  to  medical,  social  or  psychological 
research;  making  regular  contacts  in  giving  tests,  interviewing  or 
otherwise  obtaining  data  from  patients,  doctors  and  professional 
personnel  requiring  explanation  and  interpretation  of  specialized 
matters;  preparation  and  review  of  important  confidential  and  technical 
records. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  research  studies;  analyzes  characteristics  of  the 
population  served;  develops  methods  to  evaluate  and  predict  needs  for 
various  research  programs;  applies  advanced  statistical  methods  to 
determine  trends,  cycles,  and  underlying  factors. 

2.  Plans,  organizes  and  directs  the  work  of  a  clerical  staff 
engaged  in  the  collection  and  tabulation  of  a  variety  of  data;  assigns 
work  and  instructs  personnel  in  difficult  technical  computations  and 
work  processing  tasks. 

3.  Administers,  scores,  analyzes  and  compiles  results  of  various 
medical,  sociological  and  psychological  tests;  constructs  charts, 
graphs  and  tables  to  summarize  results;  makes  oral  presentations  and 
makes  recommendations;  conducts  interviews  with  patients  and  others  to 
gather  data. 

U.  Prepares  a  wide  variety  of  statistical  reports^  checks  and 
reviews  statistical  work  and  reports  of  others  for  accuracy  and 
continuity;  advises  and  guides  others  in  statistical  matters,  graphic 
techniques  and  computational  problems;  conducts  correspondence  relating 
to  statistical  and  research  functions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  witn  a  baccalaureate  degree,  with  major  course 
work  in  statistics,  mathematics,  economics,  sociology,  psychology  or 
related  fields  having  advanced  statistics  or  tests  and  measurement 
courses. 

Requires  one  year  of  research  or  testing  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
principles,  methods  and  practices  of  research,  including  the  economics 
of  research  work;  the  application  of  sampling  theory  and  probability 
concepts;  data  sources  and  bibliographic  materials;  methods  of  prepara- 
tion of  research  reports;  methods  and  techniques  of  tests  and  measure- 
ments; principles,  methods,  and  application  of  statistical  techniques 


CLASS  TITLE:   RESEARCH  ASSISTANT   (continued)  CODE:   1802 

including  sampling,  correlation  methods,  time  series  analyses,  analysis 
of  frequency  series,  hypothesis  testing,  index  numbers,  application  of 
mi ore statistical  procedures,  presentation  of  statistical  data; 
principles  of  effective  supervision  and  modern  office  procedures;, 

Requires  ability  to:   exercise  independent  and  creative  thinking 
on  research  and  statistical  problems 5  develop  techniques  and  procedures 
for  assembling  a  variety  of  detailed  data  and  analyze  these  data;  plan 
and  lay  out  statistical  work  procedures  for  others;  make  accurate 
computations  and  check  the  work  of  others;  prepare  comprehensive  and 
concise  research  reports;  write  and  speak  effectively;  coordinate  and 
supervise  the  work  of  a  clerical  staff. 

PROMOTIVE  LINES: 

To:  Senior  Statistician 

From:  Original  Entrance  Examination 


CLASS  TITLE:   STATISTICIAN  CODE:   180U 

CHARACTERISTICS  OF  THE  CUSS: 

Under  direction,  performs  responsible  technical  work  involving  the 
gathering,  analysing  and  reporting  of  statistical  data;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  cut  and  interpreting  exist- 
ing policies  and  methods  in  compiling  and  analyzing,  verifying  and 
presenting  statistical  data;  making  contacts  with  division  and  depart- 
mental heads  and  with  persons  at  all  levels  requiring  explanation  and 
interpretation  on  specialized  statistical  matters;  checking  and  review- 
ing important  operational,  financial,  personnel  and  technical  records 
involving  analysis,  research  and  statistical  compilation. 

EXAMPLES  OF  DUTIES: 

1.  Assembles,  checks,  tabulates,  analyzes,  evaluates  and  interprets 
statistical  data  in  preparing  routine  and  special  reports  for  the  benefit 
of  administrative,  technical  and  professional  personnel. 

2.  Supervises  and  participates  in  the  production  of  daily,  monthly, 
annual  and  special  reports  such  as  these  required  for  public  and  inter- 
governmental information  on  health,  probation,  crime,  education,  budget, 
personnel,  accounting  and  attendance. 

3.  Develops  new  applications  of  established  statistical  methods 
and  techniques  of  operation  in  the  installation  of  special  survey  and 
research  problems. 

h*     Interprets  the  results  of  statistical  analyses  through 
pictorial,  verbal,  tabular  and  graphic  presentations  of  data  at  staff 
conferences  or  through  consultation  with  administrative,  professional 
and  technical  personnel. 

5.  Plans  the  collection  of  primary  and  secondary  data,  applying 
sampling  criteria  and  selected  statistical  formulae  to  determine  central 
tendency,  dispersion,  skewness,  trend,  correlation,  and  other  calculated 
statistical  measures. 

6.  May  supervise  or  assist  in  the  direction  of  clerical  personnel 
in  the  processing  of  routine  reports  and  summaries  by  mechanical  or 
hand  tabulating  and  in  the  development  of  new  coding  and  tabulation 
procedures. 

7.  Furnishes  statistical  information  to  departmental  staff, 
public  agencies  and  other  interested  persons,  performing  related 
public  relations  and  publicity  functions  as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  mathematics  and  statistics,  or  closely  related  fields. 

Requires  one  year  of  experience  in  statistical  analysis  and 
interpretation;  cr  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   STATISTICIAN  (continued)  CODE:   l80l± 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
mathematical  and  statistical  methods;  modern  office  procedures;  research 
techniques  and  methods;  office  machine  and  data  processing  procedures 
and  techniques. 

Requires  ability  to:  plan,  outline  and  carry  out  statistical 
procedures  in  the  compilation,  analyzation,  verification  and  presenta- 
tion of  data  in  varied  forms;  exercise  good  judgment  in  evaluating 
situations  and  making  decisions;  work  effectively  with  others „ 

PROMOTIVE  LINES: 

To:  Senior  Statistician 

From:  Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  STATISTICIAN  CODE:  1806 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  very  responsible  professional 
and  technical  work  involving  the  gathering,  analyzing  and  reporting  of 
statistical  data;  supervises  the  activities  of  subordinate  statistical 
and  clerical  personnel  engaged  in  such  work;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  interpreting,  carrying  out  and 
assisting  in  the  development  of  policies  and  methods  for  the  compila- 
tion, analyzing,  verification  and  presentation  of  statistical  data; 
making  important  contacts  with  responsible  officials  and  persons  in 
the  explanation  and  interpretations  of  statistical  procedures, 
techniques  and  theories  upon  which  important  decisions  of  all  types 
are  made;  the  preparation  and  reviewing  of  important  records  and 
reports  affecting  city  operational,  maintenance  and  administrative 
activities. 

EXAMPLES  OF  DUTIES: 

la  Supervises  statisticians  and  clerical  personnel  in  assembling, 
compiling  and  recording  statistical  data  and  the  production  of  reports 
and  summaries;  or  may  perform  the  more  complex  work  in  planning  surveys, 
calculations,  tabulations  and  reporting  processes  and  verifying  the 
reliability  and  validity  of  results. 

2.  Analyzes  statistical  results  of  research  projects  and  con- 
tinuing reports  such  as  school  examinations,  attendance,  accounting, 
budget,  personnel  and  research  practices;  supervises  the  compilation  of 
data,  the  calculation  of  statistical  measures,  the  preparation  of 
tabular  and  graphic  presentations  and  prepares  and  edits  interpreta- 
tions of  results,  explaining  the  statistical  significance  of  findings 
in  understandable  terms. 

3.  Analyzes  and  interprets  statistics  relating  to  departmental 
operations  and  consults with  executives,  administrative,  professional 
and  technical  personnel  in  the  development  and  execution  of  special 
research  projects. 

U.  Designs  questionnaires,  punch  cards  and  detailed  coding  and 
tabulation  instructions  for  the  production  of  statistical  summaries 
and  reports. 

5.  Selects  sources  of  data  to  be  studied,  statistical  methods  to 
be  applied  and  types  of  presentation,  calculated  to  display  statistical 
results  with  optimum  effectiveness;  devises  new  methods  and  procedures 
and  establishes  uniform  methods  and  procedures  where  practicable. 

6.  Instructs  other  statisticians  and  clerical  personnel  in  modern 
statistical  methods  and  procedures;  explains,  interprets  and  performs 
statistical  operations  for  other  agencies  when  required;  performs 
related  public  relations  and  publicity  functions  as  necessary. 


CLASS  TITLE:   SENIOR  STATISTICIAN  (continued)  CODE:   1806 

MINIMUM  QUALIFICATIONS: 

Training  and  Experi enc e :  Requires  completion  of  a  four  year 
colIege~"cF"umv8rsi ty  with  a  baccalaureate  degree,,  with  major  course 
work  in  mathematics,  statistics  or  closely  related  fields  a 

Requires  four  years  of  progressively  responsible  experience  in 
statistical  analysis  and  interpretation,  including  two  years  of 
supervisory  experience!  or  an  equivalent  combination  of  training  and 
experience o 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive 
knowledge  of:  mathematical  and  statistical  methods ;  modern  office 
proceduresj  research  techniques  and  methods;  office  machines  and  data 
processing  procedures  and  techniques. 

Requires  considerable  ability  to:   direct,  plan,  outline,  carry 
out  and  review  statistical  procedures;  analyze  and  present  statistical 
data  in  varied  forms;  exercise  good  judgment  in  evaluating  statistics 
and  making  related  recommendation. 

PROMOTIVE  LINES: 

To:  Chief,  Bureau  of  Records  and  Statistics,  Department  of 
Public  Health 

From:  Statistician 


CLASS  TITLE:   ACTUARIAL  CLERK  CODE:   1810 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  makes  calculations  requiring  the  use  of  simple 
algebraic  formulae  and  actuarial  operating  tables;  records  statistical 
data;  maintains  retirement  system  records;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  carrying  out  policies  and  procedures 
relating  to  actuarial  and  clerical  operations;  making  limited  contacts 
on  specialized  matters  -within  the  retirement  system  and  with  other  city 
employees;  preparing  and  checking  important,  detailed  and  complex 
technical  and  financial  records  of  the  retirement  system. 

EXAMPLES  OF  DUTIES: 

1.  Computes  retirement  allowances,  service  credits,  contributions, 
interest,  adjustments  and  community  property  interests. 

2.  Applies  annuities  in  the  calculation  of  retirement  options. 

3.  Records  and  codifies  statistical  data  relating  to  actuarial 
investigations  and  prepares  retirement  lists  for  entry  by  accounts 
showing  transfers  of  reserves. 

h.     Gathers  and  completes  employee  data  for  periodic  actuarial 
investigations  and  valuations. 

5.  Maintains  actuarial  files  and  searches  files  for  membership 
forms  and  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
including  courses  in  algebra,  supplemented  by  one  year  of  clerical 
experience  involving  the  use  of  algebra  and  mathematics  in  making 
calculations  and  computations;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of: 
algebraic  formulae;  modern  office  methods,  equipment,  machines  and 
filing  systems. 

Requires  ability  to:  perform  algebraic  computations;  make 
reports  and  keep  difficult  technical  records;  supervise  a  small  group 
of  clerical  employees. 

Requires  skill  in  the  use  of  formulae  and  tables. 

PROMOTIVE  LINES: 

To:  Senior  Actuarial  Clerk 

From:  Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  ACTUARIAL  CLERK  CODE:  1812 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  makes  difficult  calculations  requiring 
the  use  of  algebraic  formulae  and  actuarial  operation  tables;  records 
statistical  data;  maintains  retirement  system  records j  supervises  the 
activities  of  subordinate  personnel  engaged  in  such  work;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and 
explaining  policies  and  procedures  relating  to  actuarial  and  clerical 
operations]  making  occasional  contacts  on  specialized  matters  at  all 
levels  within  the  retirement  system  and  with  other  departmental 
personnel;  preparing,  checking  and  reviewing  important,  detailed  and 
complex  technical  and  financial  records  of  the  retirement  system. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  reviews  and  coordinates  the  work  of  a  group  of 
actuarial  clerks  processing  applications  for  retirement  and  computing 
various  actuarial  operations. 

2.  Computes  retirement  allowances,  service  credits,  contribu- 
tions, interest  adjustments  and  community  property  interest. 

3.  Applies  annuities  in  the  calculations  of  retirement  options. 
U.  Records  and  codifies  statistical  data  relating  to  actuarial 

investigations  and  supervises  the  preparation  of  retirement  list  for 
entry  by  accounts  showing  transfer  of  reserves. 

5.  Gathers  and  compiles  employee  data  for  periodic  actuarial 
investigations  and  valuations. 

6.  Supervises  the  maintenance  of  actuarial  files  and  searches 
files  for  membership  forms  and  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
including  courses  in  algeora,  supplemented  by  at  least  three  years  of 
clerical  and  office  experience  involving  the  use  of  algebra  and 
mathematics  in  making  computations  and  calculations j  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of 
algebraic  formulae,  city  charter  and  ordinances  pertaining  to  the 
retirement  system;  modem  office  methods,  equipment,  machines  and 
filing  systems. 

Requires  ability  to:  perform  algebraic  computations;  make 
reports  and  keep  difficult  technical  records;  supervise  a  small  group 
of  clerical  employees. 

Requires  skill  in  the  use  of  formulae  and  tables. 

PROMOTIVE  LINES: 

To:  No  Normal  Line  of  Promotion 
From:  Actuarial  Clerk 


CLASS  TITLE:  ASSISTANT  ACTUARY  CODE:   181U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  professional  leval  actuarial 
work  for  the  retirement  system;  assists  in  the  supervision  and  review 
of  a  staff  engaged  in  actuarial  activities;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinat- 
ing and  enforcing  existing  policies  and  methods  in  performing  actuarial 
services;  making  important  contacts  requiring  explanation  and  interpreta- 
tion of  specialized  professional  matters;  important  financial  and  tech- 
nical record  maintenance  for  the  city  employees'  retirement  system. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  actuary  in  analyzing  and  reviewing  statements, 
'reports  and  valuations  based  on  acturial  and  statistical  data;  makes 
actuarial  valuations  and  verifies  the  accuracy  and  adequacy  of  premiums 
and  reserves;  authorizes  and  calculates  transfers  of  reserves  on  books 
of  the  system. 

2.  Assists  the  actuary  in  maintaining  statistical  records  necessary 
for  actuarial  investigations  and  valuations  of  the  assets  and  liabili- 
ties under  the  system  and  for  proposed  changes  in  laws  governing  the 
system;  designs  forms  for  actuarial  calculations  and  procedures. 

3.  Calculates  and  fixes  mortality  rates,  rates  for  contributions  by 
members  and  the  city  and  county,  rates  of  separations,  salary  scales  and 
rates  of  interest  to  be  submitted  for  approval  by  the  retirement  board. 

U.  Computes  actuarial  equivalent  for  acquiring  values  with  amounts 
payable  or  receivable  subject  to  contingent  events. 

5.  Assists  in  the  interpretation  of  actuarial  principles  and  laws 
governing  the  system  and  their  applications  to  all  the  affairs  of  the 
system;  makes  actuarial  reports  relative  to  changes  in  the  retirement 
system  law. 

6.  Supervises  the  processing  of  all  applications  for  benefits  with 
respect  to  retirement  or  death;  assists  in  determining  whether  benefits 
may  properly  be  allowed  and  to  whom  they  may  be  paid  in  the  case  of 
death  benefits;  calculates  the  amount  of  benefit  and  directs  the  prepar- 
ation of  the  roll  upon  which  benefits  are  paid. 

7.  May  advise  the  general  manager  and  the  retirement  board  on 
actuarial  matters. 

8.  Supervises  professional  and  technical  employees  doing  actuarial 
work. 

9.  Explains  in  person  and  by  correspondence  to  members  of  the  re<- 
tirement  system  the  meaning  and  operation  of  the  retirement  law, 
calculations  and  the  methods  used  in  determining  benefits. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  mathematics,  statistics  or  accounting. 

Requires  two  years  of  experience  in  a  responsible  actuarial  posi- 
tion in  a  life  and  casualty  insurance  company  or  comparable  actuarial 
position  in  a  government  agency;  or  possession  of  an  associateship  or 
fellowship  in  the  society  of  actuaries;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   ASSISTANT  ACTUARY  (continued)  CODE:   l8lU 

Knowledge,  Abilities  and  Skills;  Requires  good  knowledge  of:  insur- 
ance principles  and  actuarial  science;  financial  structures  of  various 
types  of  retirement  systems  and  laws  and  regulations  pertaining  to  them; 
advanced  mathematics. 

Requires  ability  to:  make  complex  and  extensive  actuarial  and  statis- 
tical computations;  appraise  accurately,  from  actuarial  and  statistical 
tables,  the  financial  structure  of  insurance  companies  and  retirement 
systems;  prepare  difficult  and  complex  technical  actuarial  and  statisti- 
cal reports  and  correspondence;  analyze  situations  accurately  and  adopt 
an  effective  course  of  action;  supervise  the  work  of  others,, 

PROMOTIVE  LINES: 

To :  Actuary 

From:  Original  entrance  examination 


CLASS  TITLE:  ACTUARY  CODE:  l8l6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  professional  level 
actuarial  work  for  the  retirement  system;  supervises  and  reviews  the 
work  of  subordinate  staff  personnel  engaged  in  actuarial  activities; 
prepares  reports  and  recommendations;  and  performs  related  duties  as 
required. 

Requires  considerable  responsibility  for:   originating,  carrying 
out,  interpreting,  coordinating  and  directing  policies  and  methods  in 
the  performance  of  actuarial  services;  making  responsible  contacts 
requiring  explanation  and  interpretation  of  highly  specialized  pro- 
fessional matters;  requires  over-all  supervisory  responsibility  for 
important  financial  and  technical  records  maintenance  of  the  city 
employees  retirement  system. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  and  reviews  statements,  reports  and  valuations  based 

on  actuarial  and  statistical  data;  makes  actuarial  valuations  and  verifies 
the  accuracy  and  adequacy  of  premiums  and  reserves;  authorizes  and 
calculates  transfers  of  reserves  on  books  of  the  system. 

2.  Devises  and  keeps  statistical  records  necessary  for  actuarial 
investigations  and  valuations  of  the  assets  and  liabilities  of  the 
system  and  for  proposed  changes  in  laws  governing  the  system;  designs 
forms  for  actuarial  calculations  and  procedures. 

3.  Determines  and  fixes  mortality  rates,  rates  for  contributions 
by  members  and  the  city  and  county,  rates  of  separations,  salary  scales 
and  rates  of  interest  to  be  submitted  for  approval  by  the  retirement 
board. 

h-     Determines  actuarial  equivalent  for  equating  values  with 
amounts  payable  or  receivable  subject  to  contingent  events. 

5.  Interprets  actuarial  principles  and  laws  governing  the 
system  and  their  application  to  the  affairs  of  the  system;  makes 
actuarial  reports  relative  to  changes  in  the  retirement  system  law. 

6.  Advises  the  general  manager  and  the  retirement  board  on 
actuarial  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  mathematics,  statistics  or  accounting. 

Requires  three  years  experience  in  a  responsible  actuarial 
position  in  a  life  or  casualty  insurance  company  or  a  comparable 
actuarial  position  in  a  government  agency  and  possession  of  an 
associateship  or  fellowship  in  the  society  of  actuaries;  or  an  equiva- 
lent combination  of  training  and  experience. 


CLASS  TITLE:   ACTUARY  (continued)  CODE:   1816 

Knowledge.,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:  insurance  principles  and  actuarial  science;  the  financial  structure 
of  various  types  of  retirement  systems  and  the  laws  and  regulations 
pertaining  to  them. 

Requires  considerable  ability  to:  make  complex  and  extensive 
actuarial  and  statistical  computations;  appraise  accurately,  from 
actuarial  and  statistical  tables,  the  financial  structure  of  insurance 
companies  and  retirement  systems;  prepare  difficult  and  complex 
technical  actuarial  and  statistical  reports  and  correspondence;  analyze 
situations  accurately  and  adopt  an  effective  course  of  action;  supervise 
the  work  of  others. 

PROMOTIVE  LINES: 

To:  General  Manager  of  the  Retirement  System 

From:  Assistant  Actuary 


CLASS  TITLE:   JUNIOR  ADMINISTRATIVE  ANALYST  CODE:  1820 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  with  and  performs  routine  technical  and 
professional  work  in  analyzing  operations  of  city  departments  and  agencies 
as  they  relate  to  the  formulation  and  execution  of  the  annual  budget;  : 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  providing  information 
on  existing  methods  and  techniques  involving  the  preparation  of  depart- 
mental budgets;  making  regular  contacts  with  departmental  personnel  for 
the  purpose  of  furnishing  and  obtaining  information  on  budget  and 
procedural  matters;  gathering  and  preparing  ordinary  financial  and 
technical  information  on  budget  matters  and  preparation  of  related 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Makes  field  surveys  and  carries  out  routine  research  in 
connection  with  budget  and  management  studies;  assists  in  making  more 
difficult  and  complex  procedural,  organization  and  operating  investi- 
gations and  surveys. 

2.  Provides  routine  information  to  departmental  personnel  on  the 
physical  preparation  of  budget  documents;  assists  in  preparing  reports 
and  recommendations  relative  to  investigations,  surveys  and  research 
assignments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  administration,  business  administration,  accounting  or 
finance;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  the 
principles  and  practices  of  municipal  finance  and  accounting  and  the 
techniques  of  municipal  budget  preparation;  modern  administrative  and 
management  techniques,  practices  and  principles. 

Requires  ability  to:  write  routine  reports  and  recommendations  on 
budget  and  management  matters;  meet  and  deal  successfully  with  depart- 
mental officials;  requires  analytical  research  ability. 

PROMOTIVE  LINES: 

To:   Administrative  Analyst 

From:   Original  Entrance  Examination 


CLASS  TITLE:   ADMINISTRATIVE  ANALYST  CODE:   1822 

CHARACTERISTICS  OF  THE  CUSS: 

Under  direction,  is  responsible  for  performing  difficult  and  detailed 
technical  and  professional  work  in  making  independent  analyses  of  the 
operations  of  city  departments  and  agencies  as  they  relate  to  the  formu- 
lation and  execution  of  the  annual  budget;  may  supervise  the  work  of  sub- 
ordinate personnel  in  connection  therewith;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforc- 
ing existing  policies  and  methods  in  connection  with  the  preparation, 
review  and  approval  of  departmental  budgets;  assisting  in  the  develop- 
ment of  organizational  or  procedural  changes  in  connection  with  the  pre- 
paration of  the  budget  and  the  expenditure  of  funds;  achieving  consider- 
able economies  through  the  review  and  analysis  of  departmental  procedures 
and  functions  as  they  relate  to  budget  estimates;  making  regular  contacts 
with  all  levels  of  personnel  in  the  various  city  departments  engaged  in 
budget  preparation;  preparing  and  reviewing  important  detailed  and  complex 
operational  and  financial  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Provides  advice  and  assistance  to  the  various  city  departments 
and  agencies  in  the  preparation  of  budget  estimates;  makes  studies, 
reports  and  recommendations  on  departmental  organization  and  administra- 
tion as  an  aid  in  continuous  budget  management. 

2.  Reviews  and  analyzes  budget  estimates;  reviews  allotment  of 
funds  to  departments  and  agencies  and  makes  recommendations  for  action 
thereon. 

3.  Studies  work  plans  and  practices  of  agencies  and  departments  as 
a  basis  for  making  recommendations  on  budget  requests;  makes  organization 
and  management  studies  as  a  continuous  management  assistance  to  operating 
departments  and  agencies  and  prepares  recommendations  and  reports  on 
studies  conducted. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration,  business  administration,  accounting  or  finance. 

Requires  four  years  of  progressively  responsible  experience  in  muni- 
cipal finance  and  accounting,  including  experience  in  management  and 
organizational  problems;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  principles  and  techniques  of  municipal  finance,  accounting  and 
budgeting;  modern  organization  and  management  methods;  the  organization 
and  operation  of  city  departments  and  agencies  and  the  statutes  and 
regulations  governing  budget  and  accounting  matters. 

Requires  ability  to:  perform  detailed  research  and  analytical  studies 
and  to  prepare  sound  recommendations  on  the  basis  of  such  studies;  deal 
effectively,  courteously  and  successfully  with  city  officials. 


CLASS  TITLE:      ADMINISTRATIVE  ANALYST      (continued)  CODE:      1822 

Requires  considerable  skill  in  applying  the  principles  and  practices 
of  municipal  budgeting  and  accounting  and  modern  organizational  and 
management  techniques  to  practical  operating  problems. 

PROMOTIVE  LINES: 

To:    Mayor's  Assistant  Budget  Officer 

From:     Junior  Administrative  Analyst 


CLASS  TITLE:   PRINCIPAL  ADMINISTRA         YST  CODE:   182U 

CHARACTERISTICS  OF  THE  CLASS: 

ier  general  administrative  direction,  acts  as  principal  assistant 
to  the  administrative  assistant  to  the  mayor  in  planning  and  directing 
the  budget  analysis,  review  and  processing  activities;  performs  techni- 
cal and  professional  work  involving  studies  of  the  organization,  manage- 
ment and  procedures  of  departmental  operations  in  the  city  governs 
supervises,  assigns  and  reviews  the  work  of  subordinate  personnel  en- 
gaged in  such  work;  acts  for  the  administrative  assistant  to  the  mayor 
in  his  absence  or  as  directed;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating  and  developing 
overall  administrative  policies  and  methods  relative  to  budget  and  man- 
agement matters;  achieving  major  economies  through  careful  analysis  and 
review  of  budget  estimates  and  departmental  operational  procedures;  mak- 
ing regular  important  contacts  with  city  officials  in  connection  with 
budget  and  administrative  matters;  preparing  and  reviewing  important  fi- 
nancial, personnel  and  technical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  management  officials  on  organization,  management 
and  procedural  problems  and  establishes  objectives  of  surveys  and  re- 
search relative  to  such  problems. 

2.  Assigns  and  supervises  survey  and  research  projects  to  subordi- 
nate personnel  and  reviews  the  results  and  recommendations. 

3.  Personally  conducts  extensive  surveys  of  department  organiza- 
tion, management  and  procedures  and  advises  on  improved  administrative 
and  operational  practices  and  procedures. 

It.  Reviews  original  and  supplemental  budget  requests  and  makes 
recommendations  for  the  approval  or  disapproval  of  such  requests. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  public  or  business  administration,  accounting  or  finance. 

Requires  six  years  of  progressively  responsible  experience  in  muni- 
cipal finance  and  accounting,  including  experience  in  management  and  or- 
ganizational problems  at  a  responsible  supervisory  level;  or  an  equiva- 
lent combination  of  training  and  experience. 

-  .  : ■•  ,  abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  principles  and  techniques  of  financial  accounting,  budgeting, 
organizational  management  and  personnel  administration;  the  organization 
and  operation  of  the  various  city  departments  and  agencies  and  the  laws 
and  regulations  governing  budgeting  and  administering  processes;  the 
principles  of  modern  organization  and  public  administration,  particularly 
as  applied  to  budget  matters. 

Requires  considerable  ab        :  plan,  assign  and  supervise  the 
activities  of  subordinate  personnel;  make  comprehensive  analyses  and 
evaluations  of  organizational  and  administrative  problems;  prepare,  re- 

w  and  present  clear  and  concise  recommendations  and  reports;  requires 
analytical  and  administrative  ability. 


CLASS  TITLE:   PRINCIPAL  ADMINISTRATIVE  ANALYST  CODE:   l82i| 

(continued) 

Requires  considerable  skill  in  the  application  of  budgeting  and 
administrative  principles,  practices  and  techniques  to  practical  opera- 
tional problems. 

PROMOTIVE  LINES: 

To:   Administrative  Assistant  to  the  Mayor 

From:   Senior  Administrative  Analyst 


CLASS  TITLE:  ADMINISTRATIVE  ASSISTANT  TO  THE  MAYOR        CODE:  1830 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  directing 
the  analysis  and  review  of  fiscal,  organizational,  management  and 
procedural  operations  of  the  various  city  departments  as  they  relate  to 
the  formulation  and  administration  of  the  annual  budget;  plans,  organizes 
and  directs  the  activities  of  subordinate  personnel  engaged  in  the 
review  and  analysis  of  such  operations;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  policies  and  methods  effecting  budget  and  administrative 
matters;  achieving  widespread  economies  through  the  careful  study  and 
review  of  budget  estimates  and  departmental  operations  and  procedures 
related  thereto;  making  continuous  contact  with  city  officials  in 
handling  very  difficult  negotiations  on  budgeting  and  procedural 
problems;  requires  over- all  responsibility  for  directing  the  approval 
and  review  of  all  budget  and  administrative  research  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  and  advises  top  city  officials  on  policies  and 
administrative  procedures  relating  to  the  budgetary  program  and  on 
operational,  administrative  and  organizational  problems. 

2.  Conducts  departmental  budget  hearings  with  commissions,  boards, 
department  heads  and  representatives  and  makes  determinations  on 
budgetary  allowances,  subject  to  general  approval  of  the  mayor. 

3.  Plans,  organizes,  coordinates  and  reviews  difficult  and 
technical  activities  in  connection  with  the  mayor's  over-all  budgetary 
program. 

U.  Reviews  supplemental  appropriation  requests  and  recommends 
approval  or  disapproval  of  same. 

5.  Plans,  assigns  and  directs  special  admini strati ve  operational 
and  organizational  studies  and  surveys  of  the  various  city  departments. 

6.  Analyzes  survey  reports  and  prepares  recommendations  on  fiscal, 
organizational  and  procedural  changes. 

7.  Serves  as  representative  of  the  mayor  on  fiscal  and  adminis- 
trative matters  as  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration,  accounting  or  finance. 

Requires  ten  years  of  progressively  responsible  experience  in 
municipal  accounting,  administration  and  budget  work  including  four 
years  of  responsible  supervisory  and  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT  TO  THE  MAYOR       CODE:   1830 
( continued) 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  principles  and  practices  of  municipal  accounting  and  govern- 
mental budgetary  preparation]  the  budgetary  fiscal  problems  and  needs 
of  the  various  city  departments  and    the  statutes,  laws  and  regula- 
tions governing  budgeting  and  administrative  matters;  the  principles  of 
public  administration  and  personnel  management. 

Requires  considerable  ability  to:  plan,  organize  and  direct  the 
activities  of  subordinate  personnel  involved  in  budgetary,  fiscal  and 
management  problems;  meet  and  deal  effectively  and  courteously  with  the 
general  public,  city  officials  and  representatives  of  outside  business 
and  industrial  firms;  speak  and  write  effectively  and  prepare  clear  and 
concise  financial  and  administrative  records  and  reports. 

Requires  unusual  skill  in  applying  the  principles  and  practices  of 
municipal  accounting,  budgeting  and  administration  to  practical  opera- 
ting problems. 

PROMOTIVE  LINES: 

To:  No  Normal  Lines  of  Promotion 

From:  Principal  administrative  analyst 


CLASS  TITLE:   CLOTHING  ROOM  ATTENDANT  CODE:   1902 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  receives,  accounts  for,  stores  and  issues 
clothing  and  luggage  of  patients  admitted  and  discharged  from  the  general 
hospital;  maintains  records  of  items  received  and  issued;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  the  safeguarding  and  custody  of  patients' 
clothing,  luggage  and  other  personal  items;  keeping  routine  inventory 
records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  daily,  from  admitting  department,  clothing,  valuables 
and  luggage  of  new  patients;  checks,  disinfects  and  assigns  clothing  and 
luggage  to  lockers  until  requested  by  wards  when  patients  are  discharged; 
assigns  each  patient's  hospital  number  and  locker  room  number  to  items 
received. 

2.  Receives  daily  list  of  deceased  patients  and  assigns  clothing  and 
other  items  to  special  lockers  to  be  held  ninety  days;  upon  expiration  of 
period,  assigns  unclaimed  clothing  to  needy  patients  or  residents  of 
laguna  honda  home. 

3.  Maintains  an  individual  filing  system  composed  of  regular  hospi- 
tal patient ?numbers  in  chronological  order  and  a  separate  file  for  re- 
entry cases;  posts  and  enters  changes  in  disposition  of  patients  on 
records  including  those  deceased,  re-entered  cases,  those  which  have  no 
clothing  and  patients  discharged. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school  supplemented  by  at  least  one  year  of  experience  as  a  clothing  room 
or  locker  room  attendant;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  and  ability  to: 
use  simple  spray  and  cleaning  equipment;  maintain  clear  and  accurate 
routine  records  of  clothing,  luggage  and  other  personal  items  received 
and  issued;  follow  oral  and  written  instructions;  deal  courteously, 
effectively  and  tactfully  with  other  hospital  personnel. 

PROMOTIVE  LINES: 

To:   Supply  Room  Clerk 

From:  Locker  Room  Aide 


CLASS  TITLE:   TOOLROOM  ATTENDANT  CODE:   1906 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  receives,  issues  and  keeps  records  of 
tools,  equipment  and  other  materials  used  in  track  repairs  and  main- 
tenance work  in  the  municipal  transit  system;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  in  keeping,  issuing  and  receiving  tools,  equipment  and  other 
track  maintenance  materials;  preventing  minor  losses  through  the  safe- 
guarding of  track  repair  tools  and  equipment  of  relatively  low  value; 
keeping  routine  records  of  items  received,  issued  and  on  hand. 

EXAMPLES  OF  DUTIES: 

1.  Receives  and  issues  all  tools,  equipment,  flags,  bombs,  lan- 
terns and  other  materials  used  in  excavation  ar.d  track  repair  work  by 
track  maintenance  crews. 

2.  Makes  minor  repairs  to  tools  and  equipment  including  the 
sharpening  of  chisels,  picks  and  other  items. 

3.  Cleans  and  fills  warning  lanterns  and  bomb  flares  used  in  the 
street  work. 

h.      Sorts  returned  tools  and  equipment  for  defective  parts;  makes 
or  arranges  for  necessary  repairs  and  replacements. 

J?.   Orders  replacement  of  supplies  and  stock  items,  as  required. 

6.   May  occasionally  build  special  tools  and  rigging  equipment 
required  by  track  crews. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  experience  in 
general  laboring  work)  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of 
various  hand  tools  and  equipment  used  in  track  repair  operations. 

Requires  ability  to  keep  simple  routine  records;  use  simple  shop 
equipment  in  making  minor  repairs;  deal  courteously,  effectively  and 
tactfully  with  fellow  employees. 

PROMOTIVE  LINES 

To:   General  Laborer  Sub-Foreman 


From:  General  Laborer 
Trackman 


CLASS  TITLE:  CORONER'S  PROPERTY  CUSTODIAN  CODE:  1910 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  receives,  accounts  for  and  transfers  all  personal 
property  and  money  acquired  by  the  coroner's  field  investigators;  assigns 
and  reviews  the  work  of  a  clerical  unit;  serves  as  confidential  secretary 
to  the  coroner;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  policy  and  methods  of  the  coroner's  office  and  applicable 
probate  laws;  safeguarding  and  accounting  for  moderate  amounts  of  money 
and  valuables;  making  daily  office  contacts  with  persons  emotionally 
disturbed  by  recent  death  in  the  family;  preparing,  checking  and 
reviewing  important  and  detailed  operational  and  financial  records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  all  personal  property  acquired  by  the  coroner's 
department;  checks  property  receipts  for  proper  entries  and  stores  items 
in  safety  boxes;  deposits  monies  received  in  bank;  prepares  cash 
receipts;  reconciles  bank  statements  with  controller's  accounts. 

2.  Interprets  probate  code  as  it  relates  to  the  delivery  of 
property  in  custody  of  the  coroner,  and  transfers  money  and  property  to 
legal  next  of  kin;  notifies  public  administrator  of  cases  involving 
further  investigation  in  probate  matters. 

3.  Prepares  unclaimed  items  for  auction;  assists  at  auctions  and 
enters  receipts  from  sales  on  coroner's  records;  deposits  receipts  of 
auction  sales  and  unclaimed  monies  with  treasurer. 

U.  Assigns  and  reviews  the  work  of  clerical  personnel  engaged  in 
the  processing  of  death  certificates  and  other  official  records  and 
correspondence . 

5.   Serves  as  secretary  to  the  coroner  on  matters  of  confidential 
correspondence,  reports  and  legal  proceedings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school  with  courses  in  typing,  stenography  and  bookkeeping, 
supplemented  by  four  years  of  progressively  responsible  office 
experience,  including  the  receipt  and  accounting  of  money  and  property; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of 
modern  office  methods,  procedures  and  bookkeeping  principles  and  some 
knowledge  of  the  probate  code. 

Requires  ability  to:  exercise  good  judgment  in  evaluating 
situations,  interpreting  laws  and  policies,  and  making  proper  decisions; 
assign  and  review  the  work  of  clerical  personnel;  deal  effectively  and 
courteously  with  the  general  public,  attorneys  and  other  department 
representatives. 

Requires  skill  in  the  application  of  modern  bookkeeping  principles 
as  related  to  maintenance  of  accounting  records  and  preparation  of 
financial  reports. 


CLASS  TITLE:     CORONER'S  PROPERTY  CUSTODIAN   (continued)  CODE:      1910 

PROMOTIVE  LINES: 

To:     Chief  Clerk 

From:      Senior  Clerk-Stenographer 


CLASS  TITLE:   FILM  SERVICEMAN  CODE:   1911i 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  stores,  issues,  receives,  inspects, 
repairs  and  ships  films;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established 
methods  and  procedures  relating  to  the  servicing  of  films;  achieving 
minor  economies  through  safeguarding  of  film  and  related  equipment; 
making  occasional  contacts  with  staff  and  representatives  of  other 
departments  in  giving  instructions  on  the  operation  of  film  projectors 
and  related  equipment;  gathering,  preparing  and  maintaining  technical 
records  on  film  and  equipment.   Nature  of  work  requires  some  physical 
effort  in  the  use  of  fingers  and  arms  in  the  operation  of  film  inspec- 
tion and  repair  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Inspects,  cleans  and  repairs  all  16  MM  and  other  sound  film  on 
various  size  reels. 

2.  Issues,  receives  and  circulates  film  to  various  departments 
and  agencies. 

3.  Maintains  a  perpetual  inventory  of  film  in  the  department. 

U.  Assists  in  the  shipping  and  receiving  of  audio-visual  equipment 
and  instructional  material. 

5.  May  instruct  persons  in  the  operation  of  sound  projectors,  tape 
recorders,  film  strip  machines  and  other  technical  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  one  year  of  experience  in  the  inspection 
and  repair  of  16  MM  sound  film;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of 
the  methods  and  techniques  used  in  the  inspection  and  repair  of  16  MM 
and  other  sound  film,  tapes  and  related  equipment. 

Requires  ability  to  operate  and  maintain  various  film  service 
machines  such  as  defect  detectors,  electric  splicers  and  rewinders. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   CUSTODIAN  -  R.O.T.C,  CODE:   1916 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  acts  as  school  district  custodian  of  a  large  and 
diversified  inventory  of  R.O.T.C.  military  supplies  and  equipment;  keeps 
equipment  in  good  condition  and  working  order;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   executing  and  interpreting  policy  and 
enforcing  adherance  to  established  procedure  related  to  military  storekeep- 
ing  functions  and  activities;  achieving  moderate  economies  through 
efficiency  in  ordering,  receiving,  handling,  storing  and  disbursing  large 
quantities  of  military  materials,  supplies  and  equipment;  making  frequent 
contact  with  military  officials,  teachers,  vendors,  other  city  departments 
and,  government  agencies;  supervising  and  maintaining  a  detailed  system  of 
storekeeping  records  and  inventories;  submitting  accurate  financial  and 
inventory  reports. 

EXAMPLES  OF  DUTIES: 

1.  Acts,  by  delegation  of  authority,  as  military  property  custodian 
for  equipment,  supplies  and  other  material  issued  by  the  United  States 
army  to  the  unified  school  districtc 

2.  Requisitions,  receives,  counts,  marks  and  stores  all  property; 
issues  various  items  to  all  school  R.O.T.C.  units,  as  requested. 

3.  Assists  in  the  preparation  of  the  annual  budget  for  army  funds 
that  support  the  R.O.T.C.  program  of  supply;  maintains  records  of  ex- 
penditure of  army  funds  to  control  against  exceeding  the  budgetary  limi- 
tations; prepares  monthly  reports  of  budget  status. 

h.   Prepares  reports  of  operational  losses  and  reports  of  survey,  when 
required;  prepares  a  variety  of  other  federal  reports  related  to  supply 
function. 

5.  Maintains  a  small  library  of  army  regulations,  supply  bulletins, 
supply  catalogues,  army  directives  and  other  similar  materials;  prepares 
and  revises  standard  operating  procedures  for  supply  within  the  R.O.T.C. 
activities. 

6.  Maintains  storekeeping  records,  documents,  reports  and  property 
accountability  files. 

7.  Prepares  work  orders  for  maintenance  repairs  of  ordinance  and 
other  items. 

8.  Conducts  and  prepares  semi-annual  inventory  of  all  army  property; 
prepares  related  inventory  reports, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  five  years  of  progressively  responsible 
experience  in  the  requisitioning,  receipt,  storage  and  issuance  of  large 
quantities  of  military  materials,  supplies  and  equipment;  or  an. equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  methods,  procedures  and  systems  used  in  modern  storekeeping  and 
warehousing,  especially  as  related  to  federal  military  property  respons- 
ibility and  accountability. 

Requires  the  ability  to  assume  control  of  a  large  and  varied  stock 
of  military  inventories  and  maintain  an  accurate  system  of  related 


CLASS  TITLE:   CUSTODIAN  -  R.O.T.C.  (continued)  CODE:   1916 

storekeeping  records. 
PROMOTIVE  LINES: 

To:   Stores  and  Equipment  Assistant  Supervisor 

From:   Storekeeper 


CLASS  TITLE:  STORES  CLERK  CODE:   1920 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  detailed  clerical  duties  in  taking  and 
maintaining  inventories  of  large  stocks  of  materials,  supplies  and 
equipment;  maintains  related  stock  forms  and  records;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for  carrying  out  detailed  instructions; 
assisting  in  the  maintenance  of  a  complex  system  of  stock  records  and 
preparing  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Enters  information  on  stock  cards  from  requisitions,  purchase 
orders,  material  received  and  material  issued  reports;  notes  and  extends 
unit  prices  on  material  issued  tags;  checks  stock  cards  for  sufficiency 
of  balance  on  hand;  recommends  re-order  of  materials  when  necessary. 

2.  Posts  to  ledgers  and  verifies  information  from  delivery  tags 
or  orders;  computes  total  amount  of  delivery  tags  and  checks  against 
vendor's  invoices;  files  a  variety  of  material  received  reports  and 
other  documents. 

3.  Takes  and  maintains  an  annual  physical  inventory  of  stocks  on 
hand;  identifies,  labels  and  lists  equipment;  maintains  perpetual  in- 
ventory control  and  account  ledger  and  processes  departmental  equipment 
credit  requests. 

h.     Performs  various  clerical  tasks  in  connection  with  the  adver- 
tisement of  sales  of  surplus  city  property  and  acceptance  of  bids 
thereon. 

5.  Collects  and  posts  information  to  ledgers  relating  to  the  dis- 
position of  real  property  or  equipment;  prices  and  extends  the  cost  of 
equipment;  compiles  lists  of  equipment  disposals  and  sales;  may  perform 
various  bookkeeping  duties  in  connection  with  the  disposal,  sale  or 
acquisition  of  supplies  and  equipment. 

6.  Posts  unit  prices  to  corresponding  items  on  machine  tabulations; 
makes  charges  to  inventory  records;  checks  material  received  register 
for  discrepancies;  sorts  and  files  material  orders;  determines  minimum 
stock  requirements  by  means  of  reference  to  records  of  stock  turnover; 
numbers,  prices  and -jsxtends  totals  and  posts  material  credit  orders; 
enters  issuance  of  supplies  or  equipment  on  stock  cards. 

6.  Maintains  perpetual  inventory  records  and  computes  periodic 
consumption  of  various  stock  items;  distributes  charges  to  proper 
accounts;  records  and  calculates  tire  consumption  based  on  mileage  and 
prepares  related  reports;  posts  details  of  requisitions  and  purchase 
orders  on  stock  cards;  posts  materials  received  and  issued  on  stock  cards 

7.  Prepares  blanket  material  orders  to  replenish  stocks;  writes 
rough  drafts  and  types  requisitions  for  needed  materials  or  equipment; 
assigns  code  numbers  to  new  items  of  stock;  reconciles  differences  be- 
tween physical  inventory  counts  and  stock  card  balances  on  hand. 


CLASS  TITLE;   STORES  CLERK  (Continued)  CODE:   1920 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  two  years  of  experience  in  stock 
inventory  and  related  clerical  and  record  keeping  duties;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  working  knowledge  of 
the  methods  and  procedures  used  in  maintaining  stores  and  inventories 
of  large  and  varied  stocks  of  materials,  supplies  and  equipment  includ- 
ing modern  office  methods  and  procedures. 

Requires  ability  to:  use  office  machines  and  equipment,  such  as 
a  calculator,  adding  machine  and  typewriter;  perform  detailed  clerical 
work;  carry  out  oral  and  written  instructions  and  cooperate  with  other 
employees;  maintain  detailed  records  and  submit  complete  and  accurate 
related  reports. 

PROMOTIVE  LINES: 

To:   Senior  Stores  Clerk 

From:  Original  entrance  examination 
Clerk 


CLASS  TITLE:   SENIOR  STORES  CLERK  CODE:   1922 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  the  supervision  and 
performance  of  detailed  clerical  work  involving  the  taking  and  maintain- 
ing of  inventories  of  supplies  and  equipment;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   the  execution, interpretation  and 
enforcement  of  established  policies  and  procedures;  achieving  moderate 
economies  through  accurate  inventory  maintenance  and  record  keeping 
activities;  the  submission  of  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  assigns  duties  and  work  schedules  to  subordinates; 
posts  incoming  items  to  stock  cards  from  material  received  reports; 
computes  average  prices;  posts  "on  order"  items  to  stock  cards  from 
requisitions  and  purchase  orders;  assigns  code  numbers  to  new  materials; 
removes  code  numbers  on  items  scrapped  or  removed  to  inactive  status. 

2.  Supervises  taking  of  annual  inventories;  prepares  machine 
tabulating  cards  indicating  quantity,  location  and  description  of  new 
or  reconditioned  materials;  checks  inventory  sheets  from  branch  store- 
rooms and  assists  in  identifying  questionable  items;  reports  inventory 
or  price  corrections  to  tabulating  department  and  notes  corrections  on 
stock  records. 

3.  Assists  in  proofreading  purchase  requisitions;  estimates  total 
cost  of  requisitions;  checks  purchase  orders  against  purchase  requisitions 
and  calculates  unit  prices  of  all  items  on  purchase  orders. 

U.   Compiles  monthly  fuel  oil  and  lubricants  report;  compiles 
revolving  fund  reimbursement  requests  and  special  reports;  studies  or 
researches  projects  on  request;  maintains  record  of  reels,  drums  and 
other  containers  on  deposit  and  pos+s  information  as  received  from  the 
accounting  department;  maintains  continuous  review  of  stock  cards  for 
reorder  and  transfer  of  slow-moving  items  to  inactive  status. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  four  years  of  experience  in  stock 
record  keeping  and/or  related  clerical  activities;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
principles  and  methods  used  in  maintaining  stores  and  inventories  of 
large  and  varied  stocks  of  materials,  supplies  and  related  clerical  and 
record  keeping  activities,  including  modern  office  procedures. 

Requires  ability  to:   carry  out  and  interpret  policies  and  procedures; 
supervise  the  work  of  subordinates;  use  office  machines  and  equipment, 
such  as  a  calculator,  adding  machine  and  typewriter. 


CLASS  TITLE:   SENIOR  STORES  CLERK  (continued)  CODE:   1922 

PROMOTIVE  LINES: 

To:  Materials  and  Supplies  Supervisor 

From:  Stores  Clerk 
Senior  Clerk 


CLASS  TITLE:  MATERIALS  AND  SUPPLIES  SUPERVISOR  CODE:   192U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  preparation  and  processing 
of  all  forms  and  documents  necessary  for  the  purchase  of  a  wide  variety 
of  materials,  supplies  and  equipment  of  considerable  volume;  supervises 
the  activities  of  clerical  and  office  personnel  engaged  in  such  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  policies  and  procedures  relative  to  the  purchase  and 
receipt  of  materials  and  equipment;  making  regular  contacts  with  other 
departmental  personnel  and  representatives  of  outside  organizations  in 
connection  with  purchases  and  deliveries;  preparing,  checking  and  re- 
viewing important  and  detailed  purchasing  requisitions  and  related 
documents  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  supervises  and  reviews  the  work  of  subordinate 
personnel  engaged  in  the  preparation  of  purchase  requisitions  and 
related  documents  necessary  to  the  purchase  of  departmental  materials, 
supplies  and  equipment;  supervises  the  distribution  and  filing  of  pur- 
chase orders  and  related  documents. 

2.  Confers  with  and  provides  information  to  various  departmental 
personnel  on  the  status  of  processing  requisitions  for  the  purchase  of 
materials  and  supplies. 

3.  Is  responsible  for  the  receipt  and  disbursement  of  all 
materials,  supplies  and  equipment  delivered  and  supervises  the  main- 
tenance of  material  received  records. 

i|.   Contacts  vendors  and  suppliers  both  in  person  and  by  corres- 
pondence relative  to  the  status  of  purchase  orders  and  delivery. 

5.  Prices  equipment,  materials  and  supplies  authorized  by  the 
departmental  budget. 

6.  Reviews  requisitions  submitted  by  various  units  for  conformance 
to  form,  signatures  and  other  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  six  years  of  progressively  re- 
sponsible clerical  experience  directly  related  with  purchasing 
activities,  including  at  least  one  year  in  a  supervisory  capacity;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  modern  office  methods  and  procedures,  including  established  applic- 
able purchasing  provisions. 

Requires  considerable  ability  to:   analyze,  review  and  correct 
detailed  purchase  requisitions;,  plan,  assign  and  supervise  the  work  of 
subordinate  personnel;  make  accurate  mathematical  calculations. 


CLASS  TITLE ;   MATERIALS  AND  SUPPLIES  SUPERVISOR  CODE:   192U 

(Continued) 

PROMOTIVE  LINES s 

To:   Senior  Materials  and  Supplies  Supervisor 

From:   Senior  Stores  Clerk 
Principal  Clerk 


CLASS  TITLE:  SENIOR  MATERIALS  AND  SUPPLIES  SUPERVISOR     CODE:  1926 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  preparation  and 
processing  of  all  documents  necessary  to  the  purchase  of  a  wide  range  of 
materials,  supplies  and  equipment  of  extensive  volume;  supervises  the 
activities  of  clerical  and  office  personnel  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  carrying 
out  existing  policies  and  procedures  relative  to  the  purchase  and 
receipt  of  materials,  supplies  and  equipment;  making  regular  contacts 
with  other  departmental  personnel  and  representatives  of  outside 
organizations  in  connection  with  purchases  and  deliveries;  preparing, 
checking  and  reviewing  important  and  detailed  purchasing  requisitions 
and  similar  documents  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Coordinates  all  departmental  purchasing  activities  with  the 
office  of  the  purchaser  of  supplies;  prepares  requests  for  the  disposal 
of  surplus  and  obsolete  materials  and  equipment. 

2.  Prepares  detailed  reports  in  connection  with  the  preparation 

of  the  annual  budget  as  it  relates  to  the  purchase  of  supplies,  materials 
and  equipment. 

3.  Plans,  assigns,  supervises  and  reviews  the  work  of  subordinate 
personnel  engaged  in  the  preparation  of  purchase  requisitions  and  related 
documents  necessary  to  the  purchase  of  departmental  materials,  supplies 
and  equipment;  supervises  the  distribution  and  filing  of  purchase  orders 
and  related  documents. 

h-  Confers  with  and  provides  information  to  various  departmental 
personnel  on  the  status  of  processing  of  requisitions  for  the  purchase 
of  materials  and  supplies. 

5.  Is  responsible  for  the  receipt  and 'disbursement  of  all  materials, 
supplies  and  equipment  delivered  and  supervises  the  maintenance  of 
materials  received  records. 

6.  Contacts  vendors  and  suppliers  both  in  person  and  by  corres- 
pondence relative  to  the  status  of  purchase  orders  and  delivery. 

7.  Prices  equipment,  materials  and  supplies  authorized  by  the 
departmental  budget. 

8.  Reviews  requisitions  submitted  by  various  units  for  conformance 
to  forms,  signatures  and  other  requirements. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  eight  years  of  progressively  responsible 
clerical  office  experience  related  to  the  purchase  of  a  wide  variety  of 
materials,  supplies  and  equipment,  three  years  of  which  shall  have  been 
in  a  responsible  supervisory  capacity;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   SENIOE  MATERIALS  AND  SUPPLIES  SUPERVISOR     CODE:   1926 
(continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  office  techniques,  methods  and  procedures;  existing  purchasing 
procedures  particularly  as  they  relate  to  the  assigned  department. 

Requires  considerable  ability  to:  analyze,  review  and  correct 
detailed  purchase  requisitions;  plan,  assign  and  supervise  the  work  of 
subordinate  personnel;  make  accurate  mathematical  calculations. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Materials  and  Supplies  Supervisor 


CLASS  TITLE:   SCHOOL  SUPPLIES  ANALYST  CODE:   1928 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  works  with  teacher  groups  on  organization  of 
the  needs  and  standardization  of  school  supplies,  materials  and  equipment; 
analyzes  and  tests  samples;  reviews  prices  with  teachers,  committees  and 
vendors;  coordinates  and  tabulates  committee  recommendations;  prepares 
standard  specifications  on  articles  to  be  purchased;  supervises  the  activi- 
ties of  clerical  office  personnel  engaged  in  such  work;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  existing 
policies  and  procedures  relative  to  the  purchase  of  supplies,  materials 
and  equipment;  making  regular  contacts  with  other  departmental  personnel, 
teachers,  groups  and  representatives  of  outside  organizations  in  connec- 
tion with  purchases  and  deliveries;  preparing,  checking  and  reviewing 
important  and  detailed  purchasing  requisitions  and  related  documents  and 
records. 

EXAMPLES  OF  DUTIES: 

1.  Coordinates  and  analyzes  school  supplies;  performs  logistic  func- 
tions of  initiating  procurement  and  effecting  a  supply-demand  inventory 
stock,  lead  time,  storage  and  issue  control;  coordinates  and  analyzes 
printed  forms  relative  to  usage  requirements,  applicability  and  standard- 
ization. 

2.  Develops f  prepares,  analyzes,  reviews y  examines,  re-examines  and 
maintains  product  specifications  and  contractual  conditions;  develops 
sources  of  supply,  obtains  and  reviews  prices  for  budgetary  and  incumb- 
rance, purposes;  inspects,  studies  and  tests  samples  for  practicability, 
maintenance  of  quality  and  adherance  to  specifications. 

3.  Analyzes  vendors'  bids;  reviews  and  recommends  acceptance  of 
products  and/or  services,  and  approval  of  award  of  contracts. 

h.    Interprets  departmental  policy,  rules  and  regulations;  gives 
advice  and  guidance  on  purchasing,  processing  and  other  procedures  to 
departmental  representatives  and  vendors;  examines  and  approves  revolv- 
ing fund  purchases  and  requests  for  warrants. 

5.  Supervises  the  preparation  and  flow  of  departmentally  initiated 
procurement  documents  and  those  prepared  by  other  departments  implement- 
ing procurement  requirements;  supervises  the  maintenance  of  and  analyzes, 
examines,  and  reviews  a  master  catalog  of  standardized  inventory  stocks 
of  supplies,  equipment  and  furniture;  administers  the  selection  and  as- 
signment of  catalog  stock  numbers  and  modifications  and  deletions. 

6.  Coordinates  all  departmental  activities  with  office  of  purchaser 
of  supplies. 

7.  Contacts  vendors  and  suppliers  in  person  or  by  correspondence 
relative  to  status  of  purchase  orders  and  delivery;  reviews  requisi- 
tions submitted  by  various  units  for  conformance  as  to  form,  signature 
and  other  requirements, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience ;  Requires  completion  of  a  four  year  college 
or  university^  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration. 

Requires  at  least  five  years  of  progressively  responsible  exper- 
ience related  to  the  technical  phases  of  purchasing  activities,  includ- 


CLASS  TITLE:   SCHOOL  SUPPLIES  ANALYST  (Continued)  CODE:   1928 

ing  at  least  two  years  in  a  supervisory  capacity;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  theory  and  techniques  used  in  analyzing  and  purchasing  large 
quantities  of  school  materials,  supplies  and  equipment;  the  organization 
and  activities  of  various  city  departments;  laws,  rules  and  regulations 
relating  to  educational  purchasing  procedures;  sources  of  supply  of  a 
wide  variety  of  materials,  supplies  and  equipment;  current  market  con- 
ditions affecting  price  trends  and  commodity  availability. 

Requires  ability  and  skill  to  deal  persuasively  and  effectively  with 
others  and  make  accurate  analyses  of  the  quality  and  requirements  of  many 
items  and  estimates  of  their  need. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   SUPPLY  ROOM  ATTENDANT  CODE:   1930 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  number  of  routine  duties  in  connectioi 
with  the  storage,  receipt  and  issuance  of  a  limited  variety  of  supplies 
at  a  subsidiary  storeroom  of  a  large  institution;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  the  performance  of  duties  according  to 
instructions  and  established  procedures;  achieving  moderate  economies 
through  the  proper  handling,  storage  and  issuance  of  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  stock  keeping  and  related  clerical  duties 
in  a  subsidiary  storeroom  in  order  to  maintain  sufficient  supplies  of 
various  items,  as  needed,  and  maintain  records  of  receipts,  issuances 
and  balances  on  hand. 

2.  Requisitions  supplies  from  the  main  storeroom  for  the  pharmacy, 
central  supplies,  sewing  room  and  other,,  services,  as  needed:  may  be  re- 
sponsible for  locked  storage  of  various  instruments  and  equipment  such 
as  luers,  needles,  catheters,  lebin  tubes  and  many  other  similar  sup- 
plies; issues  such  supplies  as  requested  by  nurses  and  others  concerned. 

3.  May  be  assigned  to  a  subsidiary  storeroom  in  connection  with  a 
hospital  kitchen;  receives,  checks  and  inspects  deliveries  of  various 
food  items  such  as  milk  and  eggs;  issues  such  items'  on  requisitions; 
keeps  record  of  amounts  issued  and  balances  on  hand;  cleans  subsidiary 
storeroom  and  maintains  stock  in  an  orderly  condition. 

h.     May  be  assigned  to  a  subsidiary  storeroom  in  connection  with 
a  hospital  kitchen  in  storing  other  food  stuffs  such  as  bread,  butter, 
juices,  canned  goods,  condiments;  also  janitorial  supplies,  tools  and 
equipment  used  by  porters  and  kitchen  helpers;  prepares  requisitions 
to  replenish  needed  supplies;  receives  and  inspects  deliveries  and 
places  in  stock;  issues  all  vitamins  from  stock  and  keeps  record  of 
balances  on  hand. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elemnetary  school,  supplemented  by  two  years  of  experience  as  a 
kitchen  helper,  porter  or  orderly,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of 
the  materials  and  supplies  stored  in  institutional  storerooms;  the 
usual  methods  and  procedures  used  in  a  subsidiary  storeroom  mainte- 
nance. 

Requires  ability  to  follow  oral  and  written  instructions  and 
cooperate  with  others  in  the  performance  of  routine  duties. 


CLASS  TITLE:   SUPPLY  ROOM  ATTENDANT  (Continued)  CODE:  -1930 

PROMOTIVE  LINES: 

To:  Assistant  Storekeeper 

From:  Porter 
Orderly 
Kitchen  Helper 


CLASS  TITLE:  ASSISTANT  STOREKEEPER  CODE:   1932 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  manual  and  routine  clerical  duties  in 
the  receipt,  storage  and  issuance  of  materials,  supplies  and  equipment 
at  a  storeroom  or  central  warehouse;  and  performs  related  duties  as 
required. 

Requires  normal  responsibility  for:   following  instructions  and 
established  methods  and  procedures  regarding  storeroom  activities; 
achieving  minor  economies  in  the  prevention  of  loss  or  damage  to  stock 
through  the  proper  handling,  storage  and  issuance  of  supplies;  preparing 
and  maintaining  routine  stock  records.   Nature  of  work  may  require 
considerable  physical  effort  and  heavy  lifting. 

EXAMPLES  OF  DUTIES: 

1.  Receives  incoming  materials,  supplies  and  equipment  from 
vendors  or  from  other  city  warehouses  or  storerooms;  checks  items 
received  against  delivery  tags  and  signs  for  proper  number  of  cartons; 
carries  or  trucks  items  received  to  the  proper  storage  location;  breaks 
down  bulk  stock  into  smaller  packages  or  units. 

2.  Enters  records  of  stocks  received  and  issued;  fills  requisitions 
on  storeroom;  assists  in  taking  periodic  inventories  of  supplies  on 
hand  in  storeroom  or  warehouse;  maintains  order  and  cleanliness  in 
storeroom. 

3.  May  assist  in  the  salvage  of  usable  items  of  equipment  or 
supplies;  may  participate  in  the  sale  of  such  reclaimed  goods;  may 
operate  manual  or  automatic  equipment  such  as  dollies,  hand  or  electric 
trucks  and  fork  lifts  in  connection  with  the  receipt,  storage,  removal, 
transfer  or  issuance  of  supplies  and  equipment, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  one  year  of  experience  in  the 
receipt,  storage  and  issuance  of  large  quantities  of  materials,  supplies 
and  equipment;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge 
of  methods  and  procedures  commonly  used  in  receiving,  storing  and  issuing 
supplies  and  related  inventory  and  record  keeping  work. 

Requires  ability  to:   follow  instructions  and  cooperate  with  others 
in  the  performance  of  duties;  maintain  accurate  records  and  inventories; 
operate  various  manual  and  automatic  equipment  common  to  storeroom 
activities. 

PROMOTIVE  LINES: 

ro:   Storekeeper 

From:  Original  entrance  examination 


CLASS  TITLE:   STOREKEEPER  CODE:   193U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  work  in  the 
requisitioning,  receipt,  issuance,  storage  and  inventory  of  materials, 
supplies  and  equipment;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  carrying  out  and  explaining 
established  methods  and  procedures  related  to  modern  storekeeping 
functions  and  activities;  achieving  moderate  economies  through  the 
efficient  and  proper  handling,  storage  and  issuance  of  materials  and 
supplies;  making  occasional  contacts  with  vendors  and  personnel  of 
other  departments;  maintaining  important  storeroom  records  and 
inventories.   Nature  of  work  may  involve  considerable  physical  effort 
and  heavy  lifting. 

EXAMPLES  OF  DUTIES: 

1.  Receives  materials  and  supplies  at  a  central  warehouse  or 
storeroom;  checks  shipments  for  conformity  with  specifications  of  the 
purchase  order  or  requisition;  enters  records  of  items  received  on 
appropriate  forms;  stores  material  in  proper  area  using  hand  or  power 
equipment,  when  necessary;  makes  proper  entries  on  inventory  and  bin 
cards;  may  order  supplies,  when  needed,  or  may  call  shortages  to  the 
attention  of  the  proper  authorities;  makes  minor  purchases  from  a  petty 
cash  fund;  may  contact  vendors  regarding  prices,  specifications,  or 
delivery  particulars. 

2.  Codes  requisitions  on  storeroom,  fills  requisitions,  and 
arranges  for  delivery  of  supplies  to  users;  checks  requisitions  against 
purchase  orders  for  correctness;  makes  proper  entries  on  bin  cards  and 
other  records  indicating  the  disbursement  of  stores. 

3.  Maintains  inventory  records;  prepares  inventory  charts;  stamps 
items  of  furniture  or  equipment  with  appropriate  identification  number; 
supervises  and  participates  in  the  physical  inventory  of  stores  and 
equipment;  may  supervise  assistant  storekeepers  in  the  various  phases 
of  storekeeping  operations. 

1*.  Operates  various  hand  or  automatic  equipment  used  in  the 
labeling,  transport  and  storage  of  supplies;  may  operate  a  light  truck 
in  connection  with  the  pick-up  or  delivery  of  stores;  may  supervise 
and  assist  in  the  cleaning  of  storage  areas  and  the  maintenance  of  a 
neat,  orderly  storeroom  or  warehouse;  may  supervise  or  assist  in  salvage 
and  sale  of  usable  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  three  years  of  experience  in  the 
receipt,  storage  and  issuance  of  large  quantities  of  materials,  supplies 
and  equipment;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   STOREKEEPER   (continued)  CODE:   1934 

Knowledge,  Abilities  and  Skills:  Requires  a  general  knowledge  of: 
the  methods  and  practices  of  general  storekeeping,  including  the 
ordering^,  receipt,,  storage,,  requisitioning^  inventory  and  issuance  of 
large  and  varied  quantities  of  supplies,,  materials  and  equipment. 

Requires  ability  to:  follow  detailed  instructions  and  supervise 
subordinates;  check  stores  received;  fill  requisitions  for  stores 
accurately  and  promptly;  keep  accurate  records  of  all  transactions. 

PROMOTIVE  LINES: 

To :  Senior  Storekeeper 

From:  Assistant  Storekeeper 


CLASS  TITLE:   SENIOR  STOREKEEPER  CODE:   1936 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  and  supervises  the  operations 
in  one  large  or  several  small  storerooms,  stocking  a  large  and  diversi- 
fied inventory  of  materials,  supplies  and  equipment;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   executing  and  interpreting  policy 
and  enforc'^p  adherence  to  established  procedures  related  to  modern 
storekeeping  functions  and  activities;  achieving  considerable  economies 
in  the  efficient  ordering,  receipt,  handling,  storage  and  disbursement 
of  large  quantities  of  materials,  supplies  and  equipment;  making  frequent 
contacts  with  vendors  and  officers  and  employees  of  other  departments; 
supervising  and  maintaining  detailed  systems  of  storeroom  records  and 
inventories;  submission  of  accurate  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  receipt  and  inspection  of  all  shipments  of 
materials,  supplies  and  equipment;  may  personally  check  the  contents  of 
shipments  for  compliance  with  specifications  regarding  type  of  goods, 
quantities,  prices,  or  other  details;  supervises  proper  storage  of  all 
supplies  and  equipment;  supervises  the  proper  rotation  of  stock. 

2.  Orders,  requisitions  and  makes  direct  cash  purchases  of  sup- 
plies and  equipment;  obtains  accurate  information  regarding  product 
specifications,  sources  of  supply  and  prices  of  materials  or  supplies 

or  equipment;  checks  the  details  of  purchase  orders  against  requisitions 
or  other  documents;  controls  and  maintains  extensive  files  of  information 
on  the  prices  and  specifications  of  items  frequently  ordered. 

3.  Checks  the  consumption  of  supplies  and  maintains  an  adequate 
stock  on  hand;  supervises  and  participates  in  the  taking  of  physical 
inventory,  the  maintenance  of  a  perpetual  inventory,  and  the  maintenance 
of  other  records  of  storeroom  transactions. 

k.     Processes  and  checks  requisitions  for  supplies  or  equipment; 
supervises  the  filling  of  requisitions  and  the  delivery  of  supplies; 
writes  and  fills  store  orders  for  various  materials. 

5.  Charges  disbursements  to  the  proper  accounts;  posts  charges 
and  transmits  to  the  controller's  office;  maintains  and  supervises  the 
maintenance  of  all  records  of  disbursements  and  receipts  of  stores. 

6.  Makes  necessary  arrangements  for  repairs  to  furniture  or 
equipment  of  operating  departments;  supervises  the  collection  and 
salvage  of  usable  materials  and  equipment;  maintains  liaison  between 
vendors  and  operating  departments;  may  perform  the  duties  of  a  store- 
keeper, when  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  five  years  of  progressively  responsible 
experience  in  the  requisitioning,  receipt,  storage  and  issuance  of 
large  quantities  of  materials,  supplies  and  equipment;  or  an  equiv- 
alent combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  STOREKEEPER  (continued)  CODE:   1936 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  methods,  procedures  and  systems  used  in  modern  storekeeping  and 
warehousing,  especially  as  related  to  the  stores  operation  of  the  city 
and  countyj  the  organization  of  the  various  city  departments  $  supplies 
and  materials  commonly  required  to  be  stocked. 

Requires  the  ability  to:   assign,  supervise  and  inspect  the  work  of 
subordinates %    control  large  and  varied  stock  inventories;  maintain  an 
accurate  system  of  storekeeping  records. 

PROMOTIVE  LINES: 

To:   Stores  and  Equipment  Assistant  Supervisor 
Purchaser 

From:   Storekeeper 


CLASS  TITLE:   STORES  AND  EQUIPMENT  ASSISTANT  SUPERVISOR     CODE:   1938 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  planning,  coordinating  and 
directing  the  stores  administration  of  the  purchasing  department; 
performs  important  duties  in  the  assignment  and  supervision  of  store- 
keeping  personnel  and  the  control  and  inspection  of  their  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   the  interpretation,  execution  and 
enforcement  of  established  methods  and  procedures,  and  for  the  develop- 
ment of  improvements  in  methods  and  procedures  relating  to  modern  and 
efficient  storekeeping  functionsj  achieving  considerable  economies  in 
the  efficient  ordering,  inspection,  storage  and  disbursement  of  materials, 
supplies  and  equipment;  making  frequent  personal  contacts  with  vendors 
and  officers  and  employees  of  city  departments;  supervising  and  preparing 
various  stores  and  equipment  records  and  submitting  clear  and  accurate 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Audits  all  storekeeping  locations  of  the  purchasing  department; 
inspects  for  proper  storage  of  supplies,  cleanliness  of  premises  and 
adherence  to  established  departmental  storekeeping  procedures;  assures 
uniformity  of  methods  and  procedures  in  use;  assists  in  coordinating 
storekeeping  activities. 

2.  Recommends  improved  methods  and  procedures  and  better  use  of 
available  facilities  and  equipment;  consults  with  various  departmental 
officers  and  employees  in  order  to  determine  their  needs  and  to  assist 
in  the  solution  of  their  problems;  compiles  and  submits  related  detailed 
reports. 

3.  Assigns  duties  to,  and  supervises  or  directs  the  activities  of 
a  number  of  subordinate  personnel  engaged  in  storekeeping  activities; 
requisitions  supplies  for  use  in  storekeeping  activities. 

U.  May  order  material,  inspect  inventory  control  records,  contact 
vendors  regarding  product  specifications  or  other  details,  inspect 
material  received,  write  work  orders,  write  specifications  for  new  items, 
check  correctness  of  requisitions  and  material  orders,  make  purchases 
from  petty  cash  fund,  and  check  material  received  registers. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  j'ears  of 
high  school,  supplemented  by  at  least  seven  years  of  progressively 
responsible  experience  in  storekeeping  activities,  including  at  least 
two  years  as  a  supervisor  of  a  large  or  several  small  storerooms;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge 
of:   modern  storekeeping  methods  and  techniques,  especially  as  applied 
to  the  purchasing  department;  the  organization  of  the  various  depart- 
ments; the  materials,  supplies,  and  equipment  commonly  used  in  their 
operation. 


CLASS  TITLE:   STORES  AND  EQUIPMENT  ASSISTANT  SUPERVISOR     CODE:   1938 
( continued) 

Requires  ability  to:   supervise,  assign,  inspect  and  coordinate  the 
work  of  a  large  number  of  subordinates  engaged  in  storekeeping  activities 
at  widely  scattered  locations;  inspect  the  work  of  such  subordinates  and 
detect  and  correct  errors  in  storekeeping  procedures;  write  concise  and 
effective  reports;  establish  and  maintain  effective  working  relationships 
with  city  and  county  officers,  employees  and  vendors. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Stores  and  Equipment  Supervisor 

From:   Senior  Storekeeper 


CLASS  TITLE:   STORES  AND  EQUIPMENT  SUPERVISOR  CODE:   19uO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  coordinates  and  di- 
rects the  stores  administration  of  the  purchasing  department;  directs 
and  supervises  the  disposition  of  salvage  materials,  equipment  and  sup- 
plies; and  performs  related  duties  as  required. 

Requires  responsibility  for:  executing  and  interpreting  depart- 
mental policy  and  originating  and  enforcing  intra-unit  policies  relating 
to  stores  and  salvage  operations;  achieving  considerable  economies 
through  the  efficient  supervision  and  direction  of  the  purchase,  order, 
receipt,  storage,  inspection,  disbursement  and  inventory  of  supplies, 
material  and  equipment  and  the  salvage  and  sale  of  used  material,  sup- 
plies and  equipment;  making  frequent  personal  contacts  with  department 
heads  and  vendors  of  supplies  and  equipment;  directing  the  maintenance 
of  a  complex  system  of  stores  and  inventory  records  covering  large  and 
varied  stocks  of  materials,  supplies  and  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  coordinates  and  plans  the  activities  of  the  bureau  of 
equipment  and  supplies;  supervises,  assigns  and  inspects,  either  di- 
rectly or  through  subordinates,  the  work  of  all  personnel  of  the  bu- 
reau; interprets  departmental  rules  and  regulations  to  subordinates; 
enforces  uniformity  of  procedures  throughout  the  bureau;  enforces  safety 
regulations  and  rules  regarding  orderliness  and  cleanliness  of  store- 
rooms. 

2.  Supervises  the  maintenance  of  perpetual  inventory  records  of 
equipment;  supervises  the  application  for,  and  the  assignment  of,  state 
motor  vehicle  license  plates;  supervises  the  maintenance  of  records  of 
equipment  loaned  to  departments;  directs  and  supervises  the  locating, 
labeling  and  listing  of  all  equipment  purchased;  directs  the  issuance 
of  stationery  to  all  departments. 

3.  Supervises  and  directs  the  receipt,  storage  and  issuance  of  all 
materials,  supplies  and  equipment  purchased  a:  d  carried  on  inventories; 
directs  the  transfer  of  equipment  and  supplies  between  or  within  de- 
partments. 

h.     Represents  purchasing  department  at  meetings  with  vendors  and 
representatives  of  other  city  departments;  attends  and  conducts  meetings 
of  subordinates  relative  to  the  improvement  and  standardization  of 
storekeeping  procedures. 

5.  Directs  the  collection  of  materials  to  be  salvaged  or  used  for 
scrap;  directs  the  maintenance  of  a  salvage  yard;  advertises  for  bids 
on  sales  of  salvaged  materials  and  equipment,  or  scrap;  conducts  sales 
of  such  materials  or  equipment;  receives  and  deposits  monies  from  bids; 
directs  the  refund  of  money  to  unsuccessful  bidders;  seeks  to  obtain 
maximum  reuse  of  salvage  material  and  equipment  or  maximum  value  from 
their  sale. 


CLASS  TITLE:   STORES  AND  EQUIPMENT  SUPERVISOR  CODE:   191*0 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  nine  years  of  progressively  responsible 
experience  in  storekeeping  or  related  activities,  at  least  two  years  of 
which  shall  have  been  in  a  responsible  supervisory  capacity;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  know- 
ledge of:  modern  techniques,  methods,  equipment  and  facilities  used  in 
storekeeping,  especially  as  relates  to  the  purchasing  department;  the 
organization  of  the  various  city  departments;  commonly  stock  items,  ma- 
terials, equipment  and  supplies. 

Requires  ability  to:  plan,  direct  and  coordinate  the  activities 
of  a  number  of  storerooms,  stocking  a  large  and  varied  supply  of  mater- 
ials and  equipment;  direct  the  activities  of  subordinates  working  at 
widely  scattered  locations;  prepare  oral  and  written  reports. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Stores  and  Equipment  Assistant  Supervisor 


CLASS  TITLE:   ASSISTANT  PURCHASER  CODE:  1950 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  specialized  clerical  work  in 
connection  with  various  purchasing  activities  and  performs  technical 
duties  in  the  purchasing  of  a  limited  variety  of  materials,  supplies 
and  equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  and  explaining  established 
methods  and  procedures  in  the  clerical  and  technical  aspects  of  purchas- 
ing activities;  achieving  considerable  economies  through  the  efficient 
purchase  or  contracting  for  materials,  supplies,  equipment  or  services; 
making  frequent  personal  contacts  with  departmental  personnel  and 
vendors;  keeping  detailed  purchasing  records  and  related  clerical  files. 

EXAMPLES  OF  DUTIES: 

1.  Registers  all  proposals  to  vendors;  maintains  file  of  informal 
quotations;  classifies  all  informal  quotations  by  object  of  expenditure 
number  and  files  same  by  operating  expense  number;  files  completed 
proposals  of  venders  numerically;  opens  all  formal  bids  and  informal 
quotations  at  public  bid  opening. 

2.  Assists  the  public,  primarily  vendors,  by  supplying  information 
relative  to  purchasing  procedures;  sorts  and  distributes  incoming 
departmental  requisitions  to  proper  purchasers;  confers  with  departments 
and  vendors  regarding  items  requisitioned;  selects  sources  of  supply  for 
informal  quotations  (under  $1000)  and  formal  proposals  (over  $1000) . 

3.  Writes,  reviews  and/or  edits  technical  specifications  and 
provides  for  proper  contractual  conditions;  awards  bids  to  vendors 
after  due  consideration  of  adherence  to  specification,  price,  delivery 
date,  and  other  contractual  condition:;;  checks  and  certifies  material 
received  reports  against  purchase  orders  and  verifies  and  certifies 
amounts  to  be  paid. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  the 
principles,  methods  and  procedures  used  in  the  purchase  of  large 
quantities  of  materials,  supplies  and  equipment;  the  common  rules, 
regulations  and  legal  provisions  governing  the  activities  of  a  central- 
ized governmental  purchasing  agency. 

Requires  the  ability  to:   establish  and  maintain  effective  working 
relationships  with  departmental  personnel  and  vendors;  analyze  vendor 
proposals  and  recommend  awards;  perform  related  detailed  and  accurate 
clerical  work. 


CLASS  TITLE:      ASSISTANT  PURCHASER      (continued)  CODE:      1950 

PROMOTIVE  LINES: 

To :      Purchaser 

From:     Original  entrance  examination 


CLASS  TITLE:  PURCHASER  CODE:  1552 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  specialized  work  in  the  purchase 
of  large  quantities  of  a  wide  variety  of  materials,  supplies  and  equip- 
ment; and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  policy  and  interpreting 
and  explaining  established  methods  and  procedures  of  the  purchasing 
department;  achieving  considerable  economies  in  the  efficient  purchase 
of  large  quantities  of  materials,  supplies  and  equipment;  making 
frequent  contacts  with  departmental  personnel  and  vendors. 

EXAMPLES  OF  DUTIES: 

1.  Receives  requisitions  to  be  processed  into  purchase  orders; 
analyzes  requisitions  in  order  to  determine  type  of  purchase,  possible 
vendors,  specifications  or  other  factors;  checks  requisitions  for 
completeness  and  correctness;  confers  with  the  concerned  department 
regarding  specification  requirements. 

2.  Edits  product  specifications  submitted  and  prepares  new 
specifications  when  required;  sets  up  contractual  conditions;  determines 
type  of  purchase  or  bid  forms  to  be  used;  lists  suitable  vendors; 
directs  the  preparation,  distribution  and  advertisement  of  proposals 
for  bids. 

3.  Analyzes  bids  received  from  vendors;  evaluates  prices, 
discounts,  delivery  conditions  and  products  offered  in  order  to  insure 
proper  quality  and  advantageous  price;  determines  successful  bidder 
and  makes  recommendations  relative  to  the  awarding  of  contracts;  may 
assist  in  expediting  the  delivery  cf  urgently  needed  purchases  or  may 
otherwise  act  in  a  liaison  capacity. 

U.  Consults  with  officers  and  employees  of  various  departments 
in  order  to  better  determine  their  needs  and  advise  them  on  new  product 
developments;  consults  with  vendors  and  their  representatives  in  order 
to  acquaint  them  with  methods  and  procedures  and  the  rules  and 
regulations  of  the  purchasing  department  and  obtain  information  on 
their  products  and  services. 

5.  Attempts  to  combine  purchases  from  separate  departments  in 
order  to  secure  quantity  discounts  when  possible;  maintains  current 
and  complete  lists  of  vendors  and  files  of  information  on  their  products 
based  on  previous  purchases,  and  maintains  information  on  various  other 
sources;  supervises  and  assigns  work  to  a  small  clerical  staff. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration. 

Requires  at  least  two  years  of  experience  in  the  purchasing  of 
large  quantities  of  materials,  supplies  and  equipment. 


CLASS  TITLE:  PURCHASER  (continued)  CODE:  1952 

Knowledge,  Abilities  and  Skills:  Requires  a  considerable  knowledge 
of:   the  principles,  methods  and  procedures  employed  in  the  purchase  of 
large  quantities  of  a  wide  variety  of  materials,  supplies  and  equipment 
and  their  characteristics,  sources  of  supply  and  uses;  the  rules, 
regulations  and  legal  provisions  pertinent  to  the  activities  of  the 
purchasing  department. 

Requires  ability  to:  prepare  product  specifications  and  purchase 
contracts;  analyze  bid  proposals  and  recommend  awards;  assign  and 
supervise  the  work  of  subordinates. 

PROMOTIVE  LINES: 

To :  Senior  Purchaser 

From:  Original  entrance  examination 
Assistant  Purchaser 


CLASS  TITLE:   PURCHASER  (PRINTING)  CODE:   195U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  specialised  duties  in  the  purchase  of 
large  quantities  of  printing,  stationery  or  similar  products  and  services, 
and  performs  related  duties  as  required. 

Reqires  responsibility  for:   carrying  out  policy  and  interpreting 
and  explaining  established  methods  and  procedures  of  the  purchasing 
partment;  achieving  considerable  economies  in  the  purchase  of  large 
quantities  of  a  wide  variety  of  printing,  printed  materials  and  sta- 
tionery; making  frequent  personal  contacts  with  departmental  officers, 
employees  and  vendors. 

EXAMPLES  OF  DUTIES: 

1.  Receives  requisitions  to  be  processed  into  purchase  orders; 
analyzes  requisitions  in  order  to  determine  type  of  purchase,  possible 
vendors,  specifications  or  other  natters:  checks  requisitions  for  com- 
pleteness and  correctness;  confers  with  responsible  departmental 
personnel  regarding  required  product  specifications. 

2.  Prepares  bid  specifications  and  contractual  conditions  for  all 
types  of  printing,  bookbinding,  stationery  and  related  items;  reviews 
specifications  and  contracts  for  completeness  and  clarity;  insures  that 
they  are  non-restrictive  and  encourage  competitive  bidding. 

3.  Analyses  bids  received  in  order  to  make  determinations  regard- 
ing the  conformity  of  bids  with  specifications  and  contractual  conditions; 
confers  with  departments  in  procuring  needed  supplied;  advises  departments 
and  suppliers  regarding  legal  requirements  and  policies  of  the  purchasing 
department. 

h.      Ascertains  successful  bid;  completes  necessary  clerical  opera- 
tions and  submits  to  superior  for  review;  analyzes  past  purchases  used 
for  the  purpose  of  standardizing  contract  specifications  and  encouraging 
competitive  bidding;  maintains  and  uses  a  wide  variety  of  sources  of 
supply  of  printed  material  and  stationery. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration. 

Requires  at  least  two  years  of  responsible  experience  in  the  sale 
or  purchase  of  wholesale  stationery,  printing  or  related  products  and 
se. -ices;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  considerable  knowledge 
of:   the  methods  and  techniques  used  in  purchasing  of  large  quantities 
of  printing,  stationery  and  related  svpplies  and  services;  the  graphic 
arts,  including  letter  press  printing,  litnography,  engraving,  bookbind- 
ing and  paper  stock;  and  the  rules  and  regulations  of  the  purchasing 
department. 


CLASS  TITLE:  PURCHASER  (PRINTING)  (Continued)  CODE:   1951; 

Requires  ability  to:   establish  specifications  for  bids  on  the 
purchase  of  various  types  of  printing  and  stationery;  prepare  purchase 
contracts;  analyze  proposals  and  make  recommendations  for  awards  on 
bids  received  from  vendors;  establish  and  maintain  effective  working 
relationships  with  departmental  personnel  and  vendors;  assign  and 
supervise  work  of  subordinates. 

PROMOTIVE  LINES: 

To:  Senior  Purchaser 

From:   Original  entrance  examination 
Assistant  Purchaser 


CLASS  TITLE:  SENIOR  PURCHASER  CODE:  1956 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  specialized  duties  of  considerable 
difficulty  in  the  supervision  and  control  of  the  activities  of  the 
bureau  of  buying;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   executing  and  interpreting  policies, 
enforcing  established  methods  and  procedures,  and  for  assisting  in  the 
development  of  new  policy  and  procedures  relative  to  efficient  purchas- 
ing activities;  achieving  major  economies  through  the  efficient  purchase 
of  large  quantities  of  materials,  supplies  and  equipment;  making  frequent 
contacts  with  departmental  employees  and  vendors. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  to  and  inspects  and  approves  the  completed  work 
of  a  group  of  purchasers  engaged  in  the  preparation  of  product  specifi- 
cations and  purchasing  contracts,  the  analysis  of  vendors'  bids,  and  the 
awarding  of  contracts  to  vendors. 

2.  Examines  and  approves  for  payment:   revolving  fund  vouchers, 
requests  for  warrants,  payment  requests,  work  orders,  subsidiary  journal 
vouchers,  requests  for  funds,  encumbrance  requests,  and  publicity  and 
advertising  vouchers. 

3.  Prepares  and  directs  the  preparation  of  specifications  and 
contractual  conditions  for  the  purchase  of  a  large  variety  of  materials 
and  supplies;  reviews  and  approves  the  awarding  of  contracts  on  informal 
bids  (those  involving  purchases  of  under  $100C);  reviews  and  tentatively 
approves  the  awarding  of  contracts  on  formal  bids  (those  involving 
purchases  over  $1000)  and  forwards  to  immediate  superior  for  approval. 

U.  Interprets  departmental  policy,  rules  and  regulations  govern- 
ing purchasing  activities  to  subordinates,  personnel  of  various  city 
departments,  and  vendors;  gives  advice  on  procedures  when  required. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration. 

Requires  at  least  four  years  of  progressively  responsible 
experience  in  the  purchasing  of  large  quantities  of  materials,  supplies, 
equipment  and  services;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  theory  and  techniques  used  in  purchasing  large  quantities  of 
materials,  supplies  and  equipment;  the  organization  and  activities  of 
the  various  city  departments;  the  laws,  rules  and  regulations 
governing  the  activities  of  the  purchasing  department  and  purchasing 
procedures;  a  wide  variety  of  materials,  supplies  and  equipment,  and 
their  sources  of  supply;  current  market  conditions  affecting  price 
trends  and  availability. 


CLASS  TITLE:   SENIOR  PURCHASER   (continued)  CODE:   19^6 

Requires  ability  to:  assign,,  direct^  review  and  approve  the  work  of 
subordinates  and  advise  and  instruct  them  in  their  work;  write  product 
specifications  and  purchasing  contracts;  review  and  analyze  bids  of 
vendors;  establish  and  maintain  effective  relationships  with  departmental 
personnel  and  vendors. 

PROMOTIVE  LINES: 

To :  Procurement  and  Services  Assistant  Director 

From:  Purchaser 

Purchaser  (Printing) 


CODE:   2000 


HEALTH,  WELFARE,  DIETARY  AND  HOUSEKEEPING  SERVICE 


CLASS  TITLE:  NIGHT  MALE  AMBULATORY  SUPERVISOR  CODE:  2102 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  during  an  assigned  night  shift,  performs 
the  duties  of  a  supervisor  in  the  operation  and  maintenance  of  wards  in 
an  institution  housing  all  male  ambulatory  residents;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and 
enforcing  existing  policy  and  methods  concerning  the  care  and  welfare  of 
male  night  ambulatory  residents;  making  regular  contacts  with  the  general 
public,  professional  personnel  and  employees  in  other  departments  to 
explain  procedures  and  regulations  relating  to  the  operation  of  the 
wards:  preparing  and  maintaining  personnel,  financial,  and  medical 
records,  such  as  time  cards,  payroll,  valuables  of  patients,  routine 
medical  records  and  reports.  Nature  of  work  requires  occasional  heavy 
lifting  of  sick  or  injured  patients;  occasional  exposure  to  sprains  and 
strains  and  some  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  During  an  assigned  night  shift,  supervises  the  maintenance  and 
operation  of  the  sections  and  wards  housing  all  male  ambulatory  residents 
in  an  institution. 

2.  Makes  frequent  inspection  rounds  of  the  several  wards  to 
ascertain  physical  comfort  and  welfare  of  individual  residents; 
investigates  incidents  of  illness,  accident  or  improper  conduct;  takes 
necessary  action  as  required;  prepares  related  reports. 

3.  Makes  frequent  inspections  of  buildings  and  premises  to  assure 
proper  security  and  detect  violations,  accidents  or  fire  hazards;  takes 
necessary  actions  to  correct  incidents;  contacts  concerned  authorities 
such  as  physicians,  police,  fire  or  coroner's  office. 

h.     May  operate  an  automobile,  in  the  event  of  an  emergency,  in 
transporting  injured  or  ill  residents  to  other  locations  on  the  insti- 
tution grounds. 

5.  Incidentally  supervises  the  timeclock  station  in  the  area  to 
assure  adherence  to  proper  conduct  and  procedure  among  employees; 
places,  removes  and  maintains  employees'  timecards  in  proper  locations 
in  the  time card  rack. 

6.  May  perform  the  duties  of  a  relief  telephone  operator. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  experience  as  an  orderly;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
modern  hospital  cleaning  methods,  materials,  appliances  and  their  uses, 
application  and  care;  principles  of  supervision  as  they  apply  to 
working  with  large  numbers  of  institutionalized  residents;  techniques 
and  methods  in  the  care  and  welfare  of  residents. 


CLASS  TITLE;   NIGHT  MALE  AMBULATORY  SUPERVISOR  CODE;   2L02 

(continued) 

Requires  ability  and  skill  to;   supervise,  instruct  and  train  others 
in  the  care  of  residents  in  ambulatory  wards;  organize  work  into 
activity  units;  make  assignments  and  schedules;  keep  records  and  make 
reports;  work  effectively  with  others,, 

PROMOTIVE  LIMES; 

To;  Lay  Male  Ambulatory  Supervisor 

From;  Orderly 


CLASS  TITLE:  DAY  MALE  AMBULATORY  SUPERVISOR  CODE:   210h 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  during  an  assigned  day  shift,  performs  the  duties 
of  a  supervisor  in  the  operation  and  maintenance  of  wards  in  an 
institution  housing  all  male  ambulatory  residents;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out  and  enforcing  existing 
policy  and  methods  concerning  the  care  and  welfare  of  male  ambulatory 
residents;  making  regular  contacts  with  the  general  public,  professional 
personnel,  and  employees  in  other  departments  to  explain  procedures 
and  regulations  relating  to  the  operation  of  the  wards;  preparing  and 
maintaining  personnel,  financial,  medical  and  payroll  records  and 
reports.   Nature  of  work  requires  occasional  heavy  lifting  of  sick  or 
injured  persons;  occasional  exposure  to  sprains  and  strains  and  some 
disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  During  an  assigned  day  shift,  supervises  the  maintenance  and 
operation  of  the  sections  and  wards  housing  all  male  ambulatory 
residents  in  an  institution,  including  the  work  of  assigned  personnel. 

2.  Supervises  the  custody  of  personal  property,  money  and 
valuables  of  residents;  assures  that  all  such  property  is  placed  in 
safekeeping. 

3.  Requisitions  clothing  and  various  supplies  for  residents,  as 
necessary,  and  issues  such  articles  to  them. 

h.     Assigns  various  part-time  tasks  to  residents;  maintains 
related  timerolls  of  individuals;  prepares  monthly  payrolls  and 
distributes  paychecks  accordingly;  maintains  order  among  all  ambulatory 
male  residents;  counsels  and  endeavors  to  adjudicate  arguments  and 
misunderstandings  as  they  arise. 

5.  Checks  physical  well-being  of  residents;  assures  that  they 
receive  proper  care  and  medical  treatment. 

6.  Admits  new  patients;  maintains  related  records;  assigns 
patients  to  respective  wards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  experience  as  an  orderly;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
modern  hospital  cleaning  methods,  materials  and  appliances  and  their 
uses,  application  and  care;  principles  of  supervision  as  they  apply  to 
working  with  large  numbers  of  institutionalized  residents;  techniques 
and  methods  of  the  care  and  welfare  of  residents. 

Requires  ability  and  skill  to:   supervise,  instruct  and  train 
others  in  the  care  of  residents  in  ambulatory  wards;  organize  work 
into  activity  units;  make  assignments  and  schedules;  keep  records  and 
make  reports;  work  effectively  with  others. 


CLASS  TITLE?  DAY  MALE  AMBULATORY  SUPERVISOR  (continued)    CODE:  210h 

PROMOTIVE  LINES; 

To;  No  normal  lines  of  promotion 

From;  Orderly 

Night  Male  Ambulatory  Supervisor 


CLASS  TITLE:  NIGHT  FEMALE  AMBULATORY  SUPERVISOR  CODE:  2110 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  during  an  assigned  night  shift,  performs 
the  duties  of  a  supervisor  in  the  operation  and  maintenance  of  wards  in 
an  institution  housing  all  female  ambulatory  residents  and  patients;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  enforcing  existing 
policy  and  methods  concerning  the  nursing  care  and  welfare  of  all  female 
ambulatory  residents  and  patients;  making  regular  contacts  with  the  general 
public,  doctors  and  other  professional  personnel,  and  employees  in  other 
departments  to  explain  procedures  and  regulations  relating  to  the  opera- 
tion of  wards:;  preparing  and  maintaining  financial  and  medical  records 
such  as  time  cards,  payrolls,  valuables  of  patients  and  routine  medical 
records  and  reports.   Nature  of  work  requires  occasional  heavy  lifting 
of  sick  or  injured  residents;  occasional  exposure  to  sprains  and  strains 
and  some  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  During  an  assigned  night  shift,  supervises  the  operation  and 
maintenance  of  the  sections  and  wards  housing  all  female  ambulatory 
residents  in  an  institution. 

2.  Supervises  general  care  and  cleanliness  of  residents;  makes 
physical  inspections;  supervises  giving  of  necessary  baths. 

3.  Dresses  residents  who  are  unable  to  dress  themselves;  reports 
cases  of  sickness;  takes  temperatures. 

h.   Makes  beds  and  changes  linens  as  necessary;  obtains  and  serves 
nourishment  to  patients  at  their  bedsides;  gives  medicines  as  necessary, 
in  accordance  with  physician's  instructions. 

5.  Supervises  the  seating  and  serving  of  residents  in  the  regular 
dining  rooms. 

6.  Transports  patients  to  various  clinics  as  necessary;  checks 
medicine  supplies  for  daily  distribution  to  residents  in  accordance  with 
physicians'  instructions. 

7.  Maintains  record  of  all  female  residents;  notifies  proper 
authorities  in  case  of  individual  absences;  distributes  mail  to  indi- 
vidual patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences  Requires  completion  of  high  school,  sup- 
plemented by  graduation  from  an  accredited  school  of  nursing,  and  one 
year  of  experience  as  a  registered  nurse  in  a  hospital  or  similar 
institution;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
modern  hospital  cleaning  methods,  materials  and  appliances  and  their 
uses,  application  and  care;  principles  of  supervision  as  they  apply 
to  working  with  large  numbers  of  institutionalized  residents;  techniques 
and  methods  of  the  nursing  care  and  welfare  of  residents  and  patients. 

Requires  skill  and  ability  to:  supervise,  instruct  and  train  sub- 
ordinates in  the  care  of  residents  in  ambulatory  wards;  organize  work 
into  activity  units;  make  assignments  and  schedules;  keep  records  and 
make  reports;  work  effectively  with  others. 


CLASS  TITLE:   NIGHT  FEMALE  AMBULATORY  SUPERVISOR  CODE:   2110 

( Continued) 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:   Day  Female  Ambulatory  Supervisor 

From:  Registered  Nurse 


CLASS  TITLE:   DAY  FEMALE  AMBULATORY  SUPERVISOR  CODE:   2112 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  administration  and  super- 
vision of  the  operation  and  maintenance  of  wards  in  an  institution 
housing  all  female  ambulatory  residents  and  patients;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out  and  enforcing  existing 
policy  and  methods  concerning  the  nursing  care  and  welfare  of  all  female 
ambulatory  residents  and  patients;  making  regular  contacts  with  the  gen- 
eral public,  doctors  and  other  professional  personnel  and  persons  in 
other  departments  to  explain  procedures  and  regulations  relating  to  the 
operation  of  wards;  preparing  and  maintaining  financial,  medical  and 
technical  records  such  as  time  cards,  payrolls,  valuables  of  patients, 
and  routine  medical  records  and  reports  relating  to  ambulatory  ward 
work.  Nature  of  work  requires  occasional  heavy  lifting  of  sick  or  in- 
jured residents;  occasional  exposure  to  sprains  and  strains,  with  some 
exposure  to  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES. 

1.  Exercises  general  overall  responsibility  for  the  twenty-four 
hour  operation  and  maintenance  of  all  sections  and  wards  housing  all 
female  ambulatory  residents  in  an  institution,  including  the  work  of 
assigned  personnel;  personally  supervises  these  wards  during  an  assigned 
day  shift. 

2.  Assigns  duties  and  tasks  to  a  number  of  individual  employees; 
inspeats  in-progress  and  completed  work;  is  responsible  for  the  individual 
behavior  and  activities  of  all  female  residents  located  in  several  wards 
on  different  floors. 

.3.  Admits  patients  and  assigns  them  to  their  respective  wards; 
answers  telephone  calls  regarding  individual  patient's  welfare. 

h.   Makes  appointments  for  individual  residents  in  the  X-ray, 
medical  and  surgical  clinics,  as  necessary. 

5.  Is  responsible  for  the  safe-keeping  of  patients'  clothing  and 
personal  belongings;  issues  supplies  to  residents  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing  and 
three  years  of  experience  as  a  registered  nurse  in  a  hospital  or  other 
institution;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills--   Requires  thorough  knowledge  of: 
modern  hospital  cleaning  methods,  materials  and  appliances  and  their 
uses,  application  and  care;  principles  of  supervision  as  they  apply  to 
working  with  large  numbers  of  residents;  techniques  and  methods  of  the 
nursing  care  and  welfare  of  residents  and  patient  . 

Requires  skill  and  ability  to:  supervise  the  work  of,  instruct 
and  train  others  in  the  care  of  residents  in  ambulatory  wards;  organ- 
ize work  into  activity  units:  make  work  assignments  and  schedules; 
keep  records  and  make  reports;  work  effectively  with  others. 

__jense:   Requires  possession  of  a  valid  certificate  as  a  reg- 
istered  nurse  issued  by  the  state  board  of  nursing  examiners. 


CLASS  TITLE:   DAY  FEMALE  AMBULATORY  SUPERVISOR  CODE:   2112 

(continued) 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Night  Female  Ambulatory  Supervisor 
Registered  Nurse 


CLASS  TITLE:   INSTITUTIONAL  ADMITTING  OFFICER  CODE:   2120 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  important  routine  duties  in 
accordance  with  prescribed  procedures  dealing  with  the  admission  and 
discharge  of  patients;  obtains  information  from  patients,  relatives 
and  others  concerned;  maintains  related  records  and  files;  answers 
inquiries  and  releases  information  concerning  individual  patients; 
prepares  various  periodical  reports  covering  total  admissions  and  dis 
position;    and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out 
existing  policies,  methods  and  procedures  pertaining  to  admission, 
transfer  and  discharge  of  patients  and  inmates;  achieving  moderate 
economies  and/or  preventing  moderate  losses  through  proper  and  safe 
handling  and  care  of  patients'  personal  property  and  valuables  and 
use  of  institutional  equipment,  material  and  supplies;  making  regular 
contacts  with  patients  seeking  to  be  admitted  and  with  relatives  and 
other  concerned  persons  as  well  as  with  representatives  of  outside 
agencies  in  furnishing  or  obtaining  information  on  specific  matters; 
preparing  important  detailed  personal,  financial,  medical  and  con- 
fidential records  pertaining  to  individual  patients.   Nature  of  work 
involves:   some  physical  effort  and  manual  dexterity,  especially  when 
assisting  with  handling  of  individual  patients  during  admitting 
procedures;  occasional  exposure  to  illness  and  accident  hazards  and 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Obtains  information  from  individual  patients,  their  relatives 
or  others  concerned,  regarding  admission  to  an  institution;  records 
data  on  prescribed  admission  forms  and  makes  entries  in  register; 
obtains  necessary  clearances  and  consents  for  each  patient  before  any 
treatment  is  administered. 

2.  Subsequently  assembles  various  papers,  forms  and  related 
documents  and  attaches  to  individual  patient's  charts  and  maintains 
related  files. 

3.  Prepares  forms  covering  personal  property  and  valuables 
received  from  patients;  returns  property  to  patients  upon  discharge. 

U.  Gives  information  over  the  counter  to  visitors  and  relatives, 
as  requested;  answers  telephone  inquiries  regarding  patients. 

5.  Reports  to  police  department  cases  which  are  of  its  concern, 
such  as  automobile  accidents,  acts  of  violence,  etc. :  gives  inform- 
ation regarding  specific  injuries  and  disposition  of  individual 
patients  to  police  officers. 

6.  Notifies  coroner  and  clergy  regarding  all  deceased  persons. 

7.  Prepares  periodic  reports  covering  total  admissions,  transfers 
and  disposition  of  patients  and  other  pertinent  information  required 

in  order  to  complete  individual  patient's  records. 


CLASS  TITLE:   INSTITUTIONAL  ADMITTING  OFFICER  (Continued)   CODE:  2120 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
preferably  supplemented  by  special  training  as  a  practical  nurse  or  a 
licensed  vocational  nurse. 

Requires  at  least  one  year  of  experience  in  auxiliary  nursing  or 
patient  care  in  a  large  hospital  or  other  similar  patient  care  institu- 
tion, or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge 
of:   clerical  procedures  and  techniques  in  accordance  with  prescribed 
practices  and  procedures  for  admitting  patients  to  an  institution. 

Requires  skill  and  ability  to:   deal  with  patients,  their  relatives 
and  others  concerned,  on  concise  and  detailed  matters;  use  a  pleasant 
personality  in  handling  public  information  and  public  relations  matters. 

PROMOTIVE  LINES: 

To:   Psychiatric  Admitting  Officer 
Director  of  Admissions 

From:  Licensed  Vocational  Nurse 
Orderly 
Original  Entrance  Examination 


CLASS  TITLE:   PSYCHIATRIC  ADMITTING  OFFICER  CODE:   2122 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  important  routine  duties  in 
accordance  with  prescribed  procedures  dealing  with  the  admission  and  dis- 
charge of  psychiatric  patients;  obtains  information  received  from 
patients,  relatives  and  others  concerned;  maintains  related  records  and 
files;  answers  inquiries  and  releases  information  concerning  individual 
patients;  prepares  various  periodical  reports  covering  total  admissions 
and  dispositions;  and  performs  related  duties  as  required. 

Requires  responsibility  for  interpreting  and  carrying  out  existing 
policies,  methods  and  procedures  pertaining  to  admission  of  mentally 
ill,  emotionally  disturbed  and  violent  patients;  achieving  considerable 
economies  and/or  preventing  considerable  losses  through  proper  and  safe 
handling  of  psychiatric  patients'  personal  property,  valuables  and 
institutional  equipment,  materials  and  supplies;  making  regular  contacts 
with  mentally  ill  and  disturbed  patients,  their  relatives  and  other 
persons  concerned;  preparing  important  detailed  personal,  financial, 
medical  and  confidential  records  pertaining  to  individual  psychiatric 
patients.  Nature  of  work  involves  considerable  physical  effort  and 
manual  dexterity,  especially  when  assisting  with  handling  and  restrain- 
ing individual  psychiatric  patients  during  admitting  procedures; 
frequent  exposure  to  accident  and  injury  hazards  and  very  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Obtains  information  from  mentally  ill,  emotionally  disturbed 
and  violent  patients  to  be  admitted  to  the  psychiatric  division,  also 
from  their  relatives  or  others  concerned;  prepares  psychiatric  admission 
sheets,  forms  and  related  records. 

2.  Confers  and  deals  with  various  persons  seeking  specific  in- 
formation and  advice  regarding  individual  patients,  including  disposi- 
tion of  superior  or  municipal  court  cases  and  of  other  law  agencies; 
serves  court  warrants  on  patients  held  in  psychiatric  wards  and 
notifies  them  of  the  dates  of  their  hearings;  maintains  liasion  with 
various  state  hospitals  and  law  enforcement  agencies  regarding 
admittance,  apprehension  and  return  of  escapees,  law  violators  and 
other  difficult  cases. 

3.  Receives  and  accounts  for  all  personal  property,  valuables 
and  money  from  psychiatric  patients;  maintains  complete  and  accurate 
register  and  record  of  all  such  properties  received,  receipts  issued, 
and  property  returned. 

ii.  Answers  emergency  calls  from  wards  concerning  subduing  and 
controlling  of  violent  patients. 

5.  Prepares  daily  and  monthly  reports  of  total  admission  and 
discharges  of  psychiatric  patients;  also,  of  those  denied  admission, 
court  hearings  held,  etc. 


CLASS  TITLE:   PSYCHIATRIC  ADMITTING  OFFICER  (continued)    CODE:   2122 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
preferably  supplemented  by  special  training  as  a  hospital  psychiatric 
orderly,  practical  nurse,  or  a  licensed  vocational  nurse. 

Requires  at  least  two  years  of  experience  in  auxiliary  care  of 
psychiatric  patients  in  a  large  hospital  or  other  similar  patient-care 
institution,  or  an  equivalent  combination  of  training  and  experience. 

Requires  a  good  working  know- 


ledge of  clerical  procedures  and  techniques  in  accordance  with  the 
prescribed  practices  and  procedures  for  admitting  psychiatric  patients 
to  an  institution. 

Requires  skill  and  ability  to  deal  with  psychiatric  patients, 
their  relatives,  and  others  concerned,  on  concise  and  detailed  matters; 
use  a  pleasant  personality  in  handling  public  information  and  public 
relations  matters, 

PROMOTIVE  LINES: 

To:   Director  of  Institutional  Admissions 

From:  Institutional  Admitting  Officer 
Psychiatric  Orderly 
Licensed  Vocational  Nurse 


CLASS  TITLE:   DIRECTOR  OF  ADMISSIONS,  SAN  FRANCISCO        CODE:   212U 
GENERAL  HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

•Under  general  direction,  is  responsible  for  administering  the  in- 
stitutional procedures  dealing  with  the  admissions,  transfer  or  release  of 
patients  and  inmates;  exercises  direct  administrative  responsibility  for 
the  social  service  division;  determines  eligibility  for  admission;  deter- 
mines financial  circumstances  of  persons  admitted;  and  performs  related 
duties  as  required. 

Requires  considerable  responsibility  for  developing,  interpreting, 
coordinating  and  enforcing  existing  policies,  methods,  procedures  and 
standards;   achieving  considerable  economies  and/or  preventing  consider- 
able losses  through  the  proper  and  efficient  enforcement  of  admittance 
eligibility  requirements;  making  regular  contacts  with  the  institutional 
administrator,  department  heads,  outside  organizations  and  agency  re- 
presentatives for  furnishing  or  obtaining  important  information; 
receiving,  checking,  reviewing  and  approving  important  personal,  financial 
and  confidential  data. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  responsible  charge  for  the  procedures  relative 

to  hospital  admissions,  transfer  and  release;  develops  records  and 
information  regarding  the  economic  status  of  applicants  and  patients; 
determines  number  of  beds  or  accommodations  available  and  their 
specific  locations. 

2.  Reviews  and  approves  all  histories  and  personal  records  of 
patients  to  determine  their  eligibility;  notifies  admitting  desk  of 
pertinent  information  regarding  individual  cases. 

3.  Confers  with  social  welfare  workers  to  ascertain  progress  of 
referrals  to  institution  from  private  hospitals,  nursing  homes  and  pri- 
vate physicians;  reads  and  checks  histories  of  individual  cases  to 
become  acquainted  with  the  facts;  determines  obligations  of  responsible 
relatives;  makes  determinations  and  approves  admissions  on  basis  of  in- 
vestigations and  information;  prepares  related  reports  to  administrator 
or  other  concerned  administrative  officials. 

U.  Reviews  and  checks  individual  case  histories  and  records  of 
discharged  patients  to  ascertain  accuracy  and  compliance;  approves  bill 
summaries  to  be  sent  to  patients  or  responsible  relatives;  confers  with 
patients  or  with  responsible  relatives  regarding  changes  or  adjustment 
in  bills;  cooperates  with  bureau  of  delinquent  revenue  in  adjusting  or 
compiling  bills  referred  to  them  for  collection. 

5.  Performs  a  number  of  routine  administrative  duties,  including 
preparing  annual  budget  estimates,  investigating  complaints  of  services 
and  activities  of  individual  workers  conducting  special  investigations 
for  administrator  and  others,  as  requested  and  preparing  related  re- 
ports, revising  and  inaugurating  new  procedures  regarding  admissions 
and  referrals,  and  processing  records  and  forms. 

6.  Interviews  applicants  for  positions  and  refers  to  concerned 
supervisor  for  further  evaluation;  supervises  other  personnel  pro- 
cedures. 

7.  Conducts  staff  meetings  for  the  purpose  of  discussing  new 
policies,  procedures  and  changes  in  existing  policies;  also,  changes 
in  state  or  other  legislation  affecting  patients:  requests  outside 


CLASS  TITLE:  DIRECTOR  OF  ADMISSIONS,  SAN  FRANCISCO        CODE:   212l± 
GENERAL  HOSPITAL  (continued) 

agencies  to  send  representatives,  as  might  be  desirable. 

8.  Attends  meetings  of  community  agencies  and  civic  organizations 
pertaining  to  their  interest  in  institutional  matters ;   discusses  proposed 
new  programs  being  initiated  in  the  community;  confers  with  agencies  on 
available  services. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience :  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  public  administration,  hospital  administration,  or  public  health 
administration. 

Requires  at  least  three  years  of  practical  experience  in  super- 
vising the  admission  unit  of  a  large  hospital  or  hospital-like 
institution,  or  in  a  supervisory  capacity  in  a  large  welfare  agency;  or 
an  equivalent  combination  of  training  and  experience. 

A  master's  degree  in  hospital  administration  or  social  service 
may  be  substituted  for  one  year  of  experience. 

Knowledge, ■/Abilities  and  Skills:  Requires  a  broad  general 
knowledge  of  the  operating  policies  and  procedures  of  large  institu- 
tions and  the  application  of  specialized  professional  knowledge  in  the 
field  of  public  health  and  welfare  administration,  particularly  as 
applicable  to  the  supervision  of  admissions. 

Requires  demonstrated  administrative  and  supervisory  skill  and 
ability  in  organizing  and  directing  the  activities  of  detailed  admission 
procedures. 

PROMOTIVE  LINES: 

To:     No  normal  line  of  promotion 

From:      Institutional  Admitting  Officer 
Social  Service  Unit  Supervisor 
Psychiatric  Admitting  Officer 


CUSS  TITLE:  ADMINISTRATIVE  ASSISTANT,  LAGUNA  HONDA  HOME      CODE:   2128 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  overall  routine  administra- 
tion and  coordination  of  the  institution's  non-medical  activities;  consults 
with  the  assistant  administrator,  non-medical  on  various  administrative, 
accounting  and  operational  matters;  conducts  studies  and  analyses  of 
various  matters;  recommends  changes  in  methods  and  procedures;  and  performs 
related  duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out  and  interpret- 
ing policies,  methods  and  procedures  pertaining  to  non-medical  activities; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  efficient  handling  of  the  institution's  business  and  accounting 
procedures;  making  regular  contacts  with  subordinate  supervisory  employees, 
outside  agencies  and  others;  preparing  periodic  and  annual  financial  and 
operating  statements  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  assistant  administrator,  non-medical  in  supervising 
and  participating  in  the  preparation  of  the  annual  budget  estimates  for 
personnel  and  non-personnel  services. 

2.  Analyzes  payroll  and  purchasing  needs;  reviews,  approves  or  dis- 
approves departmental  requisitions  for  ordering  supplies,  materials  and 
services. 

3.  Recommends  methods  of  achieving  economies  through  more  efficient 
handling  of  equipment  and  use  of  materials  and  supplies. 

k.   Checks  and  reviews  important  personnel,  financial  and  welfare 
reports. 

5.  Supervises  and  participates  in  budgetary  accounting  activities  to 
assure  control  of  expenditures  within  approved  appropriations. 

6.  Makes  time  and  cost  studies  of  various  activities  to  assist  in 
making  important  decisions  to  increase  efficiency  and  effectuate  better 
operations. 

7.  Participates  in  administrative  discussions;  makes  recommendations 
regarding  establishment  or  changing  of  policies;  as  assigned,  acts  for  the 
administrator  or  assistant  administrator,  non-medical. 

8.  Participates  in  the  preparation  of  annual  operating  reports  and 
related  statistics. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience  ■.  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting,  public,  business  or  hospital  administration. 

Requires  at  least  5  years  of  progressively  responsible  accounting, 
office  and  business  experience p  at  least  2  years  of  which  shall  have 
been  in  a  responsible  supervisory  or  office  management  capacity;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills.:  Requires  considerable  knowledge 
of  the  theoretical  and  practical  aspects  of  business  administration,  in- 
cluding accounting,  budgetary,  purchasing  and  personnel  matters,  as 
well  as  other  non-medical  aspects  of  institutional  operations  and  maint- 
enance. 

Requires  considerable  ability  and  skill  to:   analyze  various  non- 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT,  LAGUNA  HONDA  HOME      CODE:   2128 
(Continued) 

medical,  fiscal  and  administrative  problems;  make  recommendations  and 
prepare  reports. 

Requires  ability  to  meet  and  deal  amicably  and  effectively  with 
staff  members,  visitors  and  patients. 

PROMOTIVE  LINES: 

To:  Assistant  Administrator,  Non-Medical 

From:   Senior  Accountant 

Original  entrance  examination 


CLASS  TITLE:   EMERGENCY  HOSPITAL  SERVICE  ASSISTANT         CODE:   2130 
SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  the  superintendent  in  coordinating  the 
activities  of  the  emergency  hospital  services;  assists  in  the  assign- 
ment and  supervision  of  all  personnel  and  evaluation  of  their  work 
and  performance;  shares  responsibility  for  the  maintenance  of  all 
emergency  hospital  properties  and  facilities;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  carrying  out,  interpreting,  co- 
ordinating and  enforcing  emergency  hospital  policies,  methods  and  pro- 
cedures; achieving  considerable  economies  and/or  preventing  considerable 
losses  through  efficient  supervision  of  the  handling  of  equipment, 
materials  and  supplies  of  relatively  high  value;  making  regular  contacts 
with  the  general  public,  persons  in  other  departments,  and  occasionally 
with  representatives  of  outside  organizations;  preparing,  checking  and 
reviewing  important  operational,  medical  and  emergency  hospital  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  administrative  and  supervisory  duties  in  assisting 
the  superintendent  and  personally  assumes  his  duties  and  responsibilities 
during  his  absence. 

2.  Assigns  duties  to  all  personnel  at  the  separate  emergency 
hospitals;  interprets  and  enforces  implementation  of  department  rules, 
regulations  and  policies. 

3.  Assists  in  instructing  and  training  new  personnel;  recommends 
new  policies  and  procedures  or  changes  in  existing  ones;  conducts  routine 
inspections  of  all  emergency  hospitals  to  observe  work  performance  and 
physical  conditions  of  premises  and  facilities;  investigates  and 
follows-up  all  complaints  regarding  services. 

lw  Assists  in  preparation  of  the  annual  budget,  monthly  and  other 
periodic  reports  and  special  reports  concerning  emergency  hospital  opera- 
tion, maintenance  and  performance,  including  related  statistics. 

5.  Assists  in  maintaining  records  and  accounts  of  all  hospital 
equipment,  materials  and  supplies,  including  items  received  and  issued; 
orders  replenishments  of  stocks  as  necessary;  prepares  purchase  specifi- 
cations for  important  items;  interviews  representatives  of  drug  and 
equipment  suppliers,  as  necessary. 

6.  Assists  the  superintendent  in  investigating  accidents  in  which 
emergency  hospital  ambulances  are  involved. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  two  years  additional  training  including  courses  in 
business,  hospital  or  public  administration.  Requires  at  least  five 
years  practical  experience  in  emergency  hospital  operations  and  related 
business  activities,  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   EMERGENCY  HOSPITAL  SERVICE  ASSISTANT         CODE:   2130 
SUPERINTENDENT  (continued) 

Knowledge^  Abilities  and  Skills:  Must  have  good  working  know- 
ledge of  modern  emergency  hospital  administration  and  operation. 

Requires  skill  and  ability  "as  an  administrator  in  order  to 
organize,  plan  and  supervise  the  activities  and  services  of  a  number 
of  separately  located  emergency  hospitals. 

PROMOTIVE  LINES: 

To:  Emergency  Hospital  Service  Superintendent 

From:  Ambulance  Attendant 

Emergency  Hospital  Booking  Steward 


CLASS  TITLE:   EMERGENCY  HOSPITAL  SERVICE  SUPERINTENDENT    CODE:  2132 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  coordinates  the  activities 
of  the  emergency  hospital  services;  exercises  administrative  charge  and 
responsibility  for  the  assignment  of  all  personnel  and  their  work  perfor- 
mance; directs  the  maintenance  of  all  emergency  hospital  properties 
and  facilities;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
originating  emergency  hospital  policies,  methods  and  procedures;  achieving 
major  economies  and/or  preventing  major  losses  through  efficient  admin- 
istration and  control  of  expenditures,  including  proper  handling  of  equip- 
ment, materials  and  supplies  of  relatively  high  value;  making  regular 
contacts  with  the  general  public,  persons  In  other  departments,  and  rep- 
resentatives of  outside  organizations;  preparing  important  operational, 
medical  and  emergency  hospital  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  supervises  and  coordinates  the  activities  and  duties 
of  all  emergency  hospital  employees,  excepting  those  dealing  with 
medical  and  surgical  treatment. 

2.  Instructs  and  trains  new  personnel;  recommends  new  policies 
and  procedures  or  changes  in  existing  ones;  conducts  routine  inspections 
of  all  emergency  hospitals  to  observe  work  performance  and  physical 
conditions  of  premises  and  facilities;  investigates  and  follows-up  all 
complaints  regarding  service. 

3.  Prepares  and  submits  monthly  and  annual  reports  including 
narrative  and  statistical  information  of  operation  of  all  emergency 
hospital  services  and  facilities. 

ii.  Maintains  records  and  accounts  of  all  hospital  equipment, 
materials  and  supplies  including  items  received  and  issued;  orders 
replenishments  of  stocks  as  necessary;  prepares  purchase  specifications 
for  important  items;  interviews  representatives  of  drug  and  equipment 
suppliers  as  necessary. 

5.   Investigates  accidents  in  which  emergency  hospital  ambulances 
are  involved. 

6/  Performs  public  relations  and  information  service  duties; 
appears  before  civic  and  luncheon  groups  as  guest  speaker:  lectures  to 
police  academy  classes  on  emergency  hospital  operations  ana  services; 
occasionally  appears  as  witness  in  litigation  matters  and  gives 
testimony  in  line  with  official  administrative  capacity. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  two  years  additional  training  including  courses  in  business, 
nospital  or  public  administration. 

Requires  at  least  "ten  years  of  practical  experience  in  emergency 
hospital  operations  and  related  business  activities,  at  least  three  years 
of  which  shall  have  been  in  an  important  supervisory  capacity,  or 
an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   EMERGENCY  HOSPITAL  SERVICE  SUPERINTENDENT     CODE:  2132 
(Continued) 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  working  knowledge 
of:  modern  emergency  hospital  administration  and  operation. 

Requires  exceptional  skill  and  ability  as  an  administrator  in  order 
to  organize,  plan  and  supervise  the  activities  and  services  of  a  number 
of  separately  located  emergency  hospitals. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion. 

From:   Emergency  Hospital  Service  Assistant  Superintendent 


CLASS  TITLE:  NIGHT  SUPERVISOR,  LAGUNA  HONDA  HOME  CODE:   21UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  on  an  assigned  night  shift,  is  responsible 
for  the  nursing  service  of  the  institution;  supervises  professional  nurs- 
ing and  auxiliary  personnel;  and  performs  related  duties  as  requirea. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  policies  and  methods  affecting  all  hospital  services  and  patient 
activities;  achieving  economies  and/or  preventing  losses  through  efficient 
supervision  of  all  activities  and  services,  enforcing  the  proper  use  and 
handling  of  equipment,  material  and  supplies;  important  operational,  per- 
sonnel, technical,  medical  and  nursing  records  of  individual  patients. 
Supervisory  nature  of  work  involves  considerable  physical  effort  including 
walking,  standing,  manual  effort  and  dexterity  with  some  exposure  to  acci- 
dent and  health  hazards  and  other  disagreeable  elements  when  assisting  with 
patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  nursing  care  of  all  patients;  makes  rounds  of 
wards;  contacts  head  nurses;  evaluates  condition  of  patients  and  calls 
attention  to  attending  physicians  when  necessary. 

2.  Orients  new  personnel  to  their  duties;  explains  hospital  policies, 
rules  and  regulations  relating  to  patient  care;  identifies  and  evaluates 
quantity  and  quality  of  individual  performance  against  established  stan- 
dards; endeavors  to  affect  improvement  through  consultation,  advice,  ex- 
planation and  discipline. 

3.  Supervises  inspection  of  hospital  housekeeping  facilities  and 
practices,  and  distribution  of  equipment,  materials  and  supplies  to 
various  wards  as  required. 

h.      Supervises  the  preparation  and  maintenance  of  work  assignment 
schedules  and  all  medical,  nursing,  and  laboratory  records  pertaining  to 
individual  patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  supplemented  by  graduation 
from  an  accredited  school  of  nursing. 

Requires  at  least  five  years  of  experience  as  a  registered  nurse, 
of  which  at  least  two  years  shall  have  been  in  a  supervisory  capacity, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  working  know- 
ledge of  the  principles  and  practices  of  professional  nursing  and  their 
relation  to  the  prevention,  treatment  and  control  of  disease  and  of  hospi- 
tal rules,  regulations  and  procedures. 

Requires  demonstrated  supervisory  skill  and  ability  to  properly 
organize  and  supervise  the  activities  of  professional  nursing  and  auxil- 
iary personnel  in  a  large  hospital  or  other  public  welfare  institution. 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 


CLASS  TITLE;  NIGHT  SUPERVISOR,  LAGUNA  HONDA  HOME  CODE;   211*0 

( continued) 

NORMAL  LINES  OF  PROMOTION; 

To;  Assistant  Director  of  Nursing 

From;  Supervising  Nurse 
Head  Nurse 


CLASS  TITLE:   NIGHT  MEDICAL  ADMINISTRATOR,  S.F.G.H.         CODE:   2150 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assumes  administrative  and  supervisory 
responsibility  for  he  personnel  and  activities  of  the  general  hospital 
during  the  night  shift,  primarily  in  making  all  medical  and  emergent 
decisions  that  may  arise  and  otherwise  assuming  charge  of  the  hospital 
services;  and  performs  related  duties  as  requires. 

Requires  major  responsibility  for:   coordinating  activities  and 
executing  policies  and  methods  affecting  all  units  of  the  institution; 
achieving  major  economies  and/or  preventing  major  losses  through  pi  per 
overall  supervision  of  efficient  handling  and  use  of  equipment,  maoerials 
and  supplies  of  large  quantity  and  high  value;  making  occasional  important 
contacts  with  other  departments  or  outside  agencies;  preparing  detailed 
operating,  personnel,  medical  and  technical  hospital  records;  preventing 
accidents  and  assuring  accurate  results.  Working  conditions  involve  con- 
siderable physical  effort,  including  standing  and  walking,  some  inter- 
mittent exposure  to  health  hazards  and  disagreeable  elements  associated 
with  hospital  work  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  supervises  the  personnel  and  activities 
of  the  entire  institution  during  the  assigned  night  shift;  makes  rounds  in 
the  admitting  units  and  various  wards;  makes  medical  and  administrative 
decisions  which  may  arise. 

2.  Receives  calls  from  private  physicians  requesting  admission  of 
their  patients;  signs  consents  for  minor  patients  without  parents;  admits 
new  patients. 

3.  Administers  the  nursing  service  program;  resolves  problems  which 
may  arise  or  which  may  be  referred  for  consideration;  disposes  of  patient 
and  patient-relative  disputes  with  professional  staff,  when  referred  for 
consideration. 

h.  Assumes  responsibility  for  all  press  releases  in  order  to  assure 
accurate  public  information  without  violating  patients'  rights  or  placing 
hospital  in  medical  or  legal  jeopardy. 

5.  Signs  autopsy  permits  and  death  certificates  for  deceased  persons 
and  collaborates  with  coroner  on  all  such  cases. 

6,  Dispatches  ambulances  for  emergency  cases  as  requested  by  ad- 
mitting physicians;  authorizes  emergent  surgery  as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  school  with 
an  m. d.  degree 

Requires  at  least  five  years  of  experience  in  medical  administration 
as  associated  with  a  large  hospital  or  other  public  health  or  welfare  in- 
stitution; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of  medical 
administration  and  of  the  hospital  rules,  regulations  and  procedures. 

Requires  skill  and  ability  to  work  amiably  with  staff  and  department 
personnel  at  all  levels;  make  prompt  decisions,  especially  in  cases  of 
emergency. 


CLASS  TITLE:   NIGHT  MEDICAL  ADMINISTRATOR,  S.F.G.H.         CODE?   21^0 
(continued) 

License:   Requires  possession  of  a  current  license  to  practice  medi- 
cine issued  by  the  state  board  of  medical  examiners. 

NORMAL  LINES  OF  PROMOTION? 

To;  Assistant  Administrator,  Medical 

From;  Original  Entrance  Examination 


CLASS  TITLE:  ASSISTANT  ADMINISTRATOR,  NON-MEDICAL,  HASSLER     CODE:  2155 
HEALTH  HOME 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  overall  ad- 
ministration and  coordination  of  the  institution's  non-medical  activi- 
ties; consults  with  the  administrator  on  various  administrative, 
accounting  and  operational  matters;  recommends  changes  in  administrative 
policies  and  procedures;  prepares  periodic  operating  reports;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  interpreting, 
coordinating  and  enforcing  existing  intra-unit  policies,  methods  and 
procedures  pertaining  to  non-medical  activities;  achieving  considerable 
economies  and/ or  preventing  considerable  losses  through  efficient  handl- 
ing of  the  institution's  business,  accounting  and  operating  procedures; 
making  regular  contacts  with  outside  agencies  and  other .departments  in 
connection  with  fiscal,  accounting,  personnel,  purchasing  and  other  mat- 
ters; preparing  periodic  and  annual  financial,  operating  and  personnel 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  administrator  by  assuming  responsible  charge  of  the 
supervision  of  the  non-medical  functions,  activities  and  personnel. 

2.  Supervises  the  operation  of  the  business  office;  coordinates 
and  assists  in  the  supervision  of  the  housekeeping  activities,  procure- 
ment and  disbursement  of  supplies  and  equipment  and  buildings  and  grounds 
maintenance. 

3.  Assists  the  administrator  in  the  preparation  of  the  annual  budget 
estimates,  including  personal  and  non-personal  services;  subsequently 
maintains  budgetary  control  ledger  accounts  of  authorized  appropriations 
and  prepares  related  periodic  reports  of  expenditures,  encumbrances  and 
balances. 

U.  Supervizes  and  participates  in  personnel  administration,  includ- 
ing preparation  of  time  rolls  and  payrolls  and  the  maintenance  of  related 
personnel  records. 

5.  Supervises  and  participates  in  the  accounting  of  receipts  and 
disbursements  of  patients'  money;  accounts  for  charges  for  patient  maint- 
enance; prepares  related  statements  and  reports. 

6.  Supervises  and  participates  in  the  overall  purchasing  procedures, 
including  preparation  of  requisitions  for  materials  and  supplies,  equip- 
ment .and  contractual  services,  in  accordance  with  established  purchas- 
ing procedures. 

7.  Prepares  various  monthly  and  annual  reports  covering  cost  of 
meals  and  lodging  of  patients,  income  from  patients  for  maintenance  and 
services,  and  overall  reports  concerning  work  performance  and  related 
records  and  statistics. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting,  public,  business  or  hospital  administration. 

Requires  at  least  five  years  of  progressively  responsible  account- 
ing, office  and  business  experience,  at  least  two  years  of  which  shall 
have  been  in  a  responsible  supervisory  or  office  management  capacity; 


CLASS  TITLE:   ASSISTANT  ADMINISTRATOR,  NON -MEDICAL,  HASSLER     CODE:  2l£5 
HEALTH  HOME 

or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of  the  business,  accounting,  purchasing,  budgeting,  personnel  and  other 
non-medical  aspects  of  institutional  operations  and  maintenance  activi- 
ties. 

Requires  ability  and  skill  to  analyze  various  non-medical  problems 
and  exercise  mature  judgment  in  participating  in  their  solution,  includ- 
ing matters  relating  to  assisting  the  administrator  with  the  over-all 
coordination  of  the  activities  and  organization  units  of  the  institution. 

PROMOTIVE  LINES: 

To:  Administrator,  Non-Medical 

From:  Original  entrance  examination 
Senior  Accountant 


CLASS  TITLE:  ASSISTANT  ADMINISTRATOR,  NON-MEDICAL         CODE:   2160 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  overall  ad- 
ministration and  coordination  of  institutional  functions  by  accepting 
full  responsibility  for  non-medical  activities;  consults  with  the  adminis- 
trator on  administrative  and  operational  problems;  recommends  changes  in 
adminstrative  policies;  assists  in  preparation  of  annual  budgets;  prepares 
periodic  operating  reports  concerning  activities  and  departments;  and  per- 
forms related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies,  methods  and  procedures  within  the  assigned  depart- 
ments; achieving  major  economies  and/or  preventing  major  losses  through 
enforcement  of  the  proper  and  efficient  handling  of  equipment,  materials 
and  supplies  of  high  value  and  large  quantity;  continuing  personal  con- 
tacts with  subordinate  supervisory  employees,  representatives  of  outside 
organizations  and  groups;  important  operational,  financial,  personnel 
and  technical  records  and  reports.  Administrative  nature  of  position  in- 
volves normal  physical  effort  and  manual  dexterity  with  little  or  no  acci- 
dent or  health  hazards  and  only  occasional  exposure  to  some  disagreeable 
elements, 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  administrator  by  assuming  full  responsible  charge  of 
the  organization  and  supervision  of  the  non-medical  functions,  activities 
and  personnel  in  the  assigned  institutional  departments, 

2.  Delegates,  through  subordinate  supervisory  personnel,  the  opera- 
tion of  the  business  office,  housekeeping,  food  preparation  and  service, 
procurement  and  disbursement  of  supplies,  equipment  and  building  and 
grounds  maintenance. 

3.  Directs,  through  the  assigned  supervisory  personnel,  the  non- 
medical services  and  ambulatory  sections  which  do  not  bear  directly  on 
treatment  and  hospital  care  of  patients. 

h»     Assists  the  administrator  in  preparation  of  annual  budget  esti- 
mates including  personal  and  non-personal  services  and  the  subsequent 
budgetary  control  of  appropriations. 

5.  Supervises  personnel  administration  in  the  assigned  departments, 
including  the  recording  of  time  and  preparation  of  related  time  rolls  and 
personnel  records. 

6.  May  supervise  the  accounting  of  receipts  and  disbursements  of 
patients'  money  and  corresponding  charges  for  maintenance  and  the  safe- 
keeping of  patients'  property  and  valuables 

7.  Supervises  and  participates  in  the  preparation  of  over-all 
periodic  reports  concerning  work  performance  and  related  records  and 
statistics. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public,  business,  personnel  or  hospital  administration,  or  accounting. 


CLASS  TITLE;  ASSISTANT  ADMINISTRATOR,  NON -MEDICAL         CODE;   2160 
(continued) 

Requires  at  least  ten  years  business  experience,  at  least  three 
years  of  which  shall  have  been  in  a  responsible  administrative  capacity 
in  a  large  public  or  private  hospital  or  other  similar  institution  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  a  thorough  working  know- 
ledge, skill  and  creative  ability,  resourcefulness  and  discriminating 
judgment  in  the  analyses  and  solutions  of  many  complex  administrative 
problems  and  in  analyzing  and  coordinating  the  various  activities  of  a 
large  hospital-type  institution. 

NORMAL  LINES  OF  PROMOTION: 

To;  Administrator,  San  Francisco  General  Hospital 
Administrator5  Laguna  Honda  Home 

From;  Business  Manager  Juvenile  Court 
Original  Entrance  Examination 
Public  Welfare  Assistant  Director  -  Administrative 


CLASS  TITLE:  ASSISTANT  ADMINISTRATOR,  MEDICAL  CODE:  2170 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  overall  ad- 
ministration and  coordination  of  institution  medical  functions  and  related 
activities;  consults  with  the  administrator  on  medical  administrative  and 
operational  problems;  recommends  changes  in  medical  administrative  policies; 
assists  in  the  preparation  of  annual  budgets;  prepares  periodic  reports 
concerning  various  phases  of  assigned  medical  administrative  activities; 
and  performs  re?  ated  duties  as  required. 

Requires  overall  supervisory  responsibility  for:  important  operational, 
personnel,  medical  and  technical  records  and  reports  covering  assigned  medi- 
cal administrative  activities;  developing,  coordinating  and  executing  poli- 
cies, methods  and  procedures  within  the  assigned  departments;  achieving 
major  economies  and/or  preventing  major  losses  through  enforcement  of  the 
proper  and  efficient  use  and  handling  of  equipment,  materials  and  supplies 
of  high  value;  continuing  personal  contacts  with  subordinate  supervisory 
employees,  representatives  of  outside  organizations  and  groups;  important 
operational,  financial,  personnel,  medical  and  technical  records  and  re- 
ports covering  specialized  activities.   Administrative  nature  of  duties 
requires  normal  physical  effort  and  manual  dexterity  with  little  or  no 
accident  or  health  hazards  and  only  occasional  exposure  to  some  disagree- 
able elements . 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  administrator  by  assuming  full  responsible  charge  of 
the  organization  and  supervision  of  the  medical  functions,  activities  and 
personnel  in  the  assigned  institutional  departments. 

2.  Delegates,  through  subordinate  supervisory  medical,  professional 
nursing  and  auxiliary  personnel,  the  operation  of  the  activities  pertain- 
ing to  the  examination,  diagnoses  and  treatment  of  all  patients  in  the 
hospital;  coordinates  the  activities  of  resident  and  part-time  physicians, 
laboratories,  pharmacy,  x-ray  and  dietary  departments  as  they  pertain  to 
the  diagnosis  and  treatment  of  disease  and  patient  care. 

3.  Through  the  director  of  nurses,  supervises  the  rendering  of 
adequate  nursing  care  and  the  coordination  of  activities  of  ward  personnel 
and  attending  physicians. 

h.     Assists  the  administrator  in  preparation  of  annual  budget  esti- 
mates, including  personal  and  non-personal  services,  and  the  subsequent 
budgetary  control  of  appropriations. 

5.   Supervises  the  preparation  and  maintenance  of  medical,  morbidity 
and  mortality  records  including  related  statistical  reports;  also  the 
preparation  of  medical  reports  and  related  correspondence  regarding  indi- 
vidual patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  medical  school  with 
an  m.d.  degree,  with  post-graduate  study  in  a  medical  specialty  and  pre- 
ferably including  major  course  work  in  hospital  administration. 

Requires  at  least  ten  years  of  experience  in  professional  medical 
practice,  of  which  three  years  shall  have  been  as  a  medical  administrative 
officer  in  a  large  public  or  private  hospital;  or  an  equivalent  combina- 
tion of  training  and  experience. 


CLASS  TITLE:  ASSITANT  ADMINISTRATOR,  MEDICAL  CODE:   2170 

( continued) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  medical  and  ad- 
ministrative knowledge  in  analyzing  and  coordinating  the  medical  and  nurs- 
ing activites  of  a  large  hospital-type  institution. 

Requires  creative  skill  and  ability,  resourcefulness  and  discrimi- 
nating judgment  in  the  analysis  and  solution  of  medical  administrative 
problems . 

License:  Requires  possession  of  a  valid  license  to  practice  medi- 
cine }   issued  by  the  state  board  of  medical  examiners. 

NORMAL  LINES  OF  PROMOTION: 

To:  Administrator,  San  Francisco  General  Hospital 
Administrator,  Laguna  Honda  Home 

From :  Original  Entrance  Examination 


CLASS  TITLE:  ADMINISTRATOR,  HASSLER  HEALTH  HOME  CODE:  2180 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers,  directs  and 
coordinates  all  activities  of  the  institution  in  order  to  carry  out  its 
objectives  as  to  the  professional  care  of  chronically  ill  tuberculosis 
patients;  executes  complete  institutional  programs  within  the  established 
policies  and  general  directives;  coordinates  the  medical  and  non-medical 
activities;  recommends  and  directs  all  pol-cies  and  procedures;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  coordinating,  and 
executing  policies,  methods  and  procedures  throughout  the  institution; 
all  forms  of  assets  through  efficient  and  economical  management,  budget- 
ary control,  procurement  of  equipment,  materials  and  supplies,  and 
effective  maintenance  of  services;  continual  personal  contacts  with 
administrative  assistants,  supervisory  personnel,  employees  and  repre- 
sentatives of  outside  organizations,  including  persons  of  substantially 
high  rank;  directing  the  preparation,  maintenance,  review  and  approval  of 
records  and  reports  affecting  all  technical  and  medical,  operational, 
maintenance  and  administrative  services.   Nature  of  duties  requires  some 
physical  sffort  and  manual  dexterity  including  standing  and  walking  when 
administering  to  patients  in  wards,  with  frequent  exposure  to  health 
hazards  and  very  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  coordinates  all  medical  and  non-medical 
activities  of  the  institution,  including  the  custody,  care  and  treatment 
of  all  chronically  ill  tuberculosis  patients  as  well  as  the  administration 
of  the  related  nursing  program,  dietary,  housekeeping,  custodial,  plant 
operation,  and  building  and  ground  maintenance. 

2.  Coordinates  institutional  functions  with  various  city  depart- 
ments and  outside  agencies  and  civic  groups;  determines  broad  organizational 
pattern-  to  indicate  separate  functions,  activities  and  lines  of  authority  ; 
fixes  and  assigns  various  subordinate  supervisory  responsibility  to  assur-. 
maximum  patient  treatment  and  care. 

3.  Coordinates  and  integrates  various  activities  of  the  institu- 
tional tuberculosis  care  and  recuperation  program;  interprets  and  carries 
out  established  policies,  rules  and  regulations;  meets  and  confers  with 
supervisory  assistants  to  plan  and  formulate  detailed  programs. 

h.     Prepares  annual  budget  estimates  and  supporting  data  covering 
institution  operating  and  maintenance  needs;  subsequently  controls 
expenditures  with  relation  to  approved  appropriations. 

5.  Reviews  nurses'  reports  of  patients'  condition  and  any  unusual 
happenings  on  the  wards;  consults  with  physicians  about  chronically  ill 
patients;  attends  medical  conferences  to  review  patients'  histories, 
physical  examination,  laboratory  tests  and  X-rays;  makes  rounds  of  wards 
at  intervals. 

6.  Authorizes  and  approves  releases  of  news  articles  and  other 
public  information  regarding  the  institution,  its  functions  and  activities; 
prepares  regular  periodic  and  special  reports  concerning  financial  and 
operating  phases  of  the  institution  and  its  accomplishments. 


CLASS  TITLE;   ADMINISTRATOR,  HASSLER  HEALTH  HOME  (Continued)  CODE;  2180 
MINIMUM  QUALIFICATIONS; 

Training  and  Experience;   Requires  completion  of  medical  college 
with  an  M„D„  degree,  with  post  graduate  study  in  the  field  of  tuber- 
culosis as  a  specialty  supplemented  by  major  courses  in  public  health 
or  hospital  administration. 

Requires  at  least  five  years  of  specialized  tuberculosis  medical 
experience  cf  which  at  least  two  years  shall  have  been  as  an  administrator 
in  a  public  or  private  hospital  or  sanitarium  of  not  less  than  100  bed 
capacity,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;   Requires  exceptional  knowledge  of 
the  treatment  and  recuperative  care  of  chronically  ill  tubercular 
patients. 

Requires  demonstrated  ability  and  skill  in  medical  and  administrative 
management  problems  including  exercise  of  independent  analyses  and 
judgment  on  highly  specialized  problems. 

License;  Requires  possession  of  a  valid  license  to  practice  medicine 
issued  by  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES; 

To;   Administrator,  San  Francisco  General  Hospital 

From;  Physician  Specialist 

Original  Entrance  Examination 


CLASS  TITLE:   ADMINISTRATOR,  LAGUNA  HONDA  HOME  CODE:  2182 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers,  directs  and  coor- 
dinates all  activities  of  the  institution  in  order  to  carry  out  its 
objectives  as  to  the  care  of  the  aged  and  infirm;  executes  complete 
institutional  program  within  established  policies  and  general  directives; 
coordinates  the  medical  and  non-medical  activities  as  applied  to  am- 
bulatory and  hospitalized  inmates;  recommends  and  develops  policies 
and  procedures;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  coordinating  and 
executing  inter-departmental  policies  and  methods  throughout  the  institu- 
tion; all  forms  of  assets  and  their  economical  and  efficient  management, 
effective  budgetary  control,  procurement,  maintenance  and  services; 
continuing  personal  contacts  with  supervisory  personnel,  employees  and 
representatives  of  outside  organizations  and  groups,  including  persons 
of  substantially  high  rank;  directing  the  preparation,  maintenance, 
review  and  approval  of  records  and  reports  affecting  all  technical, 
medical,  operational  .maintenance  and  administrative  units.  Administrative 
nature  of  duties  requires  normal  physical  effort  including  standing  and 
walki^CT  with  very  little  or  no  accident  or  health  hazard  or  exposure  to 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  coordinates  all  medical  and  non-medical 
activities  of  the  institution  including  responsibility  for  the  custody, 
care  and  treatment  of  all  ambulatory  and  hospitali-  d  Datients,  as 

well  as  the  administration  of  the  nursing  program,  feeding,  housekeeping, 
custodial,  plant  operation  and  building  and  grounds  maintenance. 

2.  Coordinates  institutional  functions  with  various  city  departments, 
outside  agencies  and  civic  groups. 

3.  Determines  broad  organizational  lines  to  indicate  separate 
functions  and  activities  and  lines  of  authority;  delegates  awfihoril 
and  assigns  responsibilities  to  subordinate  supervisory  personnel. 

It.   Coordinates  and  integrates  all  functions  and  activities  of 
the  institutional  program;  develops  standards  and  methods  for  measurement 
of  activities  and  work  performance;  interprets  and  carries  out 
established  policies,  rules  and  regulations;  meets  with  assistant  ad- 
ministrators, department  heads  and  other  supervisory  subordinates  to 
coordinate  :heir  activities  and  formulate  detailed  programs. 

5.  Makes  recommendations  concerning  alterations  or  additions  to 
buildings  and  facilities,  including  architectural  and  engineering 
features. 

6.  Au  orizes  and  approves  release  of  news  articles  and  other 
public  information  regarding  the  institution,  its  functions  and  activities; 
prepare  periodic  reports  concerning  various  phases  of  institutional 
operations  and  financial  conditions. 


CLASS  TITLE;   ADMINISTRATOR,  LAGUNA  HONDA  HOME  (Continued)  CODE:  2182 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public,  business  or  hospital  administration. 

Requires  at  least  ten  years  of  experience  in  progressively  more 
responsible  administrative  capacities  of  which  at  least  five  years  shall 
have  been  as  an  administrator  of  a  large  public  or  private  hospital- 
like institution  of  at  least  300  bed  capacity  or  1000  patients;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  exercise  of  exceptional 
administrative  knowledge  to  organize  and  administer  the  medical  and 
non-medical  activities  of  a  large  public  institution. 

Requires  initiative,  ingenuity,  independent  analysis  and  judgment 
in  solving  highly  specialized  administrative  and  management  problems. 

PROMOTIVE  LINES: 

To:  Administrator,  San  Francisco  General  Hospital 

From:  Assistant  Administrator,,  Medical 

Assistant  Administrator,  Non-Medi.al 


CUSS  TITLE:  ADMINISTRATOR,  SAN  FRANCISCO  GENERAL         CODE:   2l8U 
HOSPITAL 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers,  directs  and 
coordinates  all  activities  of  the  hospital  in  order  to  carry  out  its 
objectives  in  the  treatment  and  care  of  patients;  executes  the  complete 
hospital  program,  within  the  established  policies  and  general  directives; 
coordinates  the  medical  and  non-medical  activities  through  assistant 
administrators;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for  originating,  coordinating  and 
executing  interdepartmental  policies  and  methods  throughout  the  insti- 
tution,: all  forms  of  assets  and  their  economical  and  efficient  manage- 
ment; budgetary  control,  procurement,  maintenance  and  services; 
continuing  personal  contact  with  administrative  assistants,  supervisory 
personnel,  employees  and  representatives  of  outside  organizations  and 
groups  including  persons  of  substantially  high  rank;  directing  the 
preparation,  maintenance,  review  and  approval  of  records  and  reports 
affecting  all  medical,  operational,  maintenance  and  administrative  units. 
Administrative  nature  of  duties  requires  normal  physical  effort,  with 
very  little  accident  or  health  hazards  cr  exposure  to  disagreeable 
elements . 

EXAMPLES  OF  DUTIES: 

1.  Administers,  directs  and  coordinates  all  medi c  il  and  non- 
medical activities  of  the  hospital;  reviews  and  evaluate^,  existing 
policies,  procedures  and  methods;  directs  installation  of  approved 
methods  and  procedures  to  insure  achievement  of  hospital  program 
objectives. 

2.  Determines  broad  organizational  pattern  to  indicate  separate 
functions  and  activities  and  lines  of  authority;  fixes  areas  of 
responsibility. 

3.  Coordinates  and  integrates  all  functional  phases  and 
activities  of  the  hospital  program;  develops  standards  and  methods  for 
measurement  of  hospital  activities;  interprets  and  carries  out  established 
policies. 

h«     Meets  with  assistant  administrators,  department  heads  and 
others  to  coordinate  their  activities  and  formulate  detailed  programs 
including  both  the  medical  and  non-medical  activities. 

5.  Makes  recommendations  concerning  alterations  or  additions  to 
facilities  and  buildings;  supervises  physical  operation  and  maintenance 
of  the  hospital  buildings  and  grounds;  supervises  and  authorizes  the 
purchase  of  equipment,  materials  and  supplies. 

6.  Develops  cooperative  relationships  with  other  hospitals, 
community  agencies  and  other  public  and  private  jurisdictions  in  order 
to  develop  good  understanding  of  the  hospital  program;  authorizes  and 
approves  release  of  nc.  3  articles  to  press  and  other  media  regarding 
the  hospital,  its  functions  and  activities. 

7.  Prepares  periodic  reports  concerning  various  phases  of 
hospital  operations  and  financial  condition. 


CLASS  TITLE:   ADMINISTRATOR,  SAN  FRANCISCO  GENERAL         CODE:   2I8U 
HOSPITAL  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  college, 
with  an  M^D.  degree,  with  post-graduate  study  in  a  medical  specialty;  or 
completion  of  a  four  year  college  or  university  with  a  baccalaureate 
degree,  with  major  course  work  in  hospital  administration. 

Requires  ten  years  of  medical  experience  of  which  at  least  five 
years  shall  have  been  as  an  administrator  of  a  large  public  or  private 
hospital  of  not  less  than  300  bed  capacity;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  exercise  of  exceptional 
knowlege,  responsibility,  initiative,  ingenuity,  independent  analysis 
and  judgment  in  solving  highly  specialized,  medical,  administrative  and 
hospital  management  problems. 

License:   Requires  possession  of  a  valid  license  to  practice 
medicine,  issued  by  the  state  board  of  medical  examiners;  however,  this 
is  not  required  if  specialized  in  hospital  administration. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Assistant  Administrator,  Medical 

Assistant  Administrator,  Non-Medical 
Original  Entrance  Examination 
Administrator,  Laguna  Honda  Home 
Administrator,  Hassler  Health  Home 


CLASS  TITLE:   DENTAL  AIDE  CODE:   2202 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  a  dentist  during  the  examination  and 
treatment  of  dental  patients  by  preparing  and  arranging  dental  instru- 
ments and  equipment;  makes  entries  on  examination  and  treatment  records; 
takes  and  develops  dental  x-rays;  and  performs  related  duties  as  required. 

Requires  limited  responsibility  for:  posting  and  maintaining  patient 
records  of  dental  examinations  and  treatments.  Nature  of  work  requires 
sustained  light  physical  effort  and  visual  dexterity  in  normal  dental 
office  envorinment  with  little  exposure  to  accident  or  health  hazards 
and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Makes  appointments  for  patients;  keeps  records  of  patients  ad- 
mitted, results  of  examinations,  dental  work  performed,  number  of  patients 
seen. 

2.  Prepares  and  arranges  dental  instruments,  equipment  and  acces- 
sories on  trays  ready  for  use,  sterilizes  and  cares  for  dental  instruments; 
keeps  a  sufficient  amount  of  dental  supplies  available;  mixes  materials  for 
fillings;  mixes  and  maintains  supplies  of  sterilizing  and  other  solutions. 

3.  Takes  and  develops  dental  x-rays;  cleans  and  prepares  x-ray 
machine;  mounts  x-ray  film;  mixes  and  maintains  supplies  of  developing 
and  fixing  solutions. 

U.   Types  communications,  monthly  and  annual  reports,  budget  requests 
for  dental  supplies  and  equipment. 

5.  When  not  performing  the  duties  of  dental  assistant,  may  perform 
the  duties  of  the  position  in  the  civil  service  classification  of  orderly; 
keeps  office  and  equipment  in  neat,  clean  and  sanitary  condition. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  high  school  supple- 
mented by  a  dental  assistant  course,  and  one  year  of  experience  as  a 
dental  aide;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of:   the 
principles  and  methods  of  sterilizing  dental  equipment  and  supplies;  the 
use  of  common  dental  instruments,  equipment  and  materials;  dental  hygiene 
and  prophylaxis;  dental  office  procedure  and  record  keeping;  dental  x-ray 
techniques;  the  names  of  teeth  and  surfaces  of  crown. 

Requires  skill  and  ability  to:   take,  develop  and  mount  dental  x-rays; 
type  and  keep  dental  records;  prepare  and  clean  dental  instruments,  equip- 
ment and  accessories;  deal  courteously  and  tactfully  with  patients  through 
exercise  of  a  pleasant  personality. 

PROMOTIVE  LINES: 

To:   Dental  Hygienist 

From:  Licensed  vocational  nurse 
Orderly 


CLASS  TITLE:  DENTAL  HYGIENIST  CODE:   220li 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  examines  and  cleans  teeth  of  dental 
patients;  gives  talks  in  schools  on  the  proper  care  of  teeth;  maintains 
dental  and  related  statistical  records;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  explaining  and  interpret- 
ing oral  hygiene  methods,  techniques  and  procedures  as  they  relate  to 
the  value  of  regular  dental  care  for  patients,  students,  parents  and 
school  personnel;  also  for  preventing  moderate  losses  through  the  proper 
handling  and  operation  of  dental  equipment,  supplies  and  facilities; 
making  regular  contacts  with  school  personnel,  parents  and  students  to 
furnish  information  and  explain  proper  procedures  in  the  maintenance  of 
a  dental  care  program;  preparing  and  maintaining  routine  dental  and 
related  statistical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Gives  individual  and  group  instruction  to  teachers  and  students 
in  the  proper  care  of  teeth,  encouraging  the  use  of  corrective  treatment 
as  well  as  preventive  methods  such  as  proper  cleaning,  regular 
examinations  and  good  nutrition;  uses  moving  pictures,  pamphlets  and 
other  demonstration  material  as  part  of  instruction  programs. 

2.  Keeps  informed  of  developments  in  dental  health;  interprets 
new  developments  to  nurses,  teachers  and  school  administrators;  does 
research  work  and  assists  public  health  and  school  nurses  with  problems 
and  programs  in  dental  health, 

3.  Assists  in  selecting,  evaluating  and  distributing  dental  health 
educational  material;  prepares  pictures,  charts  and  exhibits  for 

dissemination  of  such  material;  may  assist  in  making  community  dental 
surveys  by  working  with  lay  and  professional  groups,  compiling  statistics 
and  making  reports  of  findings, 

U.  Examines  patient's  teeth  and  records  defects;  cleans  and 
polishes  teeth;  takes  and  develops  x-rays  of  patient's  teeth;  advises 
and  instructs  patients  in  correct  oral  hygiene. 

5.  Sterilizes  and  dries  instruments,  rubber  cup  and  other  equip- 
ment used;  mixes  cold  sterilizing  solutions,  cleans  and  fills  steril- 
izing trays  and  electric  sterilizer. 

6.  May  attend  meetings  of  community  organizations  to  explain  and 
interpret  dental  health  programs. 

MINIMUM  QUALIFICATIONS: 

:ing  and  Experience:  Requires  completion  of  high  school, 

supplemented  by  completion  of  an  approved  course  in  dental  hygiene 
recognized  by  the  state  board  of  dental  examiners,  and  one  year  of 
experience  as  a  dental  hygienist  in  a  school  or  health  department 
dental  health  program;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE;  DENTAL  HYGIENIST  (continued)  CODE;   220ii 

Knowledge,  Abilities  and  Skills;  Requires  a  thorough  knowledge  of: 
the  modern  principles,  practices  and  techniques  of  dental  hygiene; 
dental  terminology  and  dental  science;  the  theories,  methods  and 
procedures  for  the  prevention  of  dental  diseases  and  the  required 
corrective  treatment;  methods  and  materials  used  in  a  dental  health 
educational  program. 

Requires  skill  and  ability  to;  give  group  and  individual  instruction 
in  dental  hygiene;  develop  materials  for  dental  health  education;  write 
and  speak  effectively;  establish  and  maintain  good  relations  with  lay  and 
professional  personnel  and  gain  their  cooperation  in  the  achievement  of 
dental  health  objectives;  deal  courteously,  effectively  and  tactfully 
with  dental  patients;  clean  and  examine  teeth  and  apply  knowledge  of 
dental  hygiene  in  instruction  of  dental  patients;  use  dental  equipment 
and  instruments  in  examining  and  cleaning  teeth. 

License:  Requires  possession  of  a  valid  license  as  a  dental 
hygienist  issued  by  the  state  board  of  dental  examiners, 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Dental  Assistant 


CLASS  TITLE:  DENTIST  CODE:   2210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  provides  professional  dental  services  to 
general  hospital  and  dental  clinic  patients;  instructs  patients  in 
correct  oral  hygiene  and  dental  care;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out  modern  techniques  in  the 
care  and  treatment  of  dental  patients  through  the  application  of  a 
variety  of  dental  procedures  and  practices;  interpreting  dental  conditions 
and  making  recommendations  as  to  proper  treatment  and  care;  preventing 
considerable  losses  through  the  safeguarding  of  dental  machinery  and 
equipment,  materia; s  and  supplies  of  high  value;  preparing,  checking 
and  reviewing  important  technical  dental  records  and  charts. 

EXAMPLES  OF  DUTIES: 

1.  Performs  oral  examinations,  using  X-ray  and  other  special 
equipment  as  required;  makes  diagnoses  and  performs  restorations, 
extractions,  prophylactic  and  other  dental  work  as  indicated;  takes 
impressions  and  fits  and  adjusts  dentures. 

2.  Performs  dental  operations  and  treats  mouth  diseases;  refers 
cases  requiring  difficult  oral  surgery  and  medical  attention  to  proper 
department;  confers  with  physicians  regarding  medical-dental  problems. 

3.  Instructs  patients  in  oral  hygiene  and  dental  care;  instructs 
nurses,  interns,  and  dental  assistants  in  dental  procedures;  consults 
with  social  service  workers  regarding  patients'  status  and  problems. 

k.     Attends  staff  conferences;  keeps  clinical  and  other  records 
regarding  services  performed,  supplies  and  materials  used,  and  prepares 
related  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  the  curriculum 
of  an  approved  school  of  dentistry  and  possession  of  the  D.D.S.  degree. 

Requires  one  year  in  the  general  practice  of  dentistry;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of 
the  principles  and  practice  of  general  dentistry  and  dental  surgery  and 
of  hospital  and  clinic  routine. 

Requires  skill  and  ability  to:   apply  modern  methods  and  practices 
of  general  dentistry  and  dental  surgery;  instruct  patients  and  others 
in  oral  hygiene  and  dental  care;  deal  courteously  and  tactfully  with 
dental  patients;  operate  all  types  of  dental  equipment  and  machinery. 

License:  Requires  possession  of  a  valid  license  to  practice 
dentistry  issued  by  the  state  board  of  dental  examiners. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:  DIRECTOR,  DIVISION  OF  DENTAL  HEALTH  CODE:   2212 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  administers  the  operation 
of  the  dental  health  division  in  the  department  of  public  health; 
exercises  general  supervision  over  dentists  and  other  assistants  engaged 
in  carrying  out  a  dental  care  and  health  program;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   developing  and  coordinating  a  modern 
preventative  and  dental  treatment  program;  making  regular  contacts  with 
various  organizations,  groups  and  their  representatives  involving 
discussion,  explanation  and  interpretation  of  policies,  methods  and 
regulations  related  to  dental  health  problems;  preparing,  checking  and 
reviewing  important  and  detailed  dental  and  statistical  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  dentists,  dental  hygienists,  dental  assistants,  and 
clerical  personnel  in  administering  all  activities  and  services  of  the 
dental  health  division  of ■ the  department  of  public  health. 

2.  Prepares  or  supervises  the  preparation  of  annual  budget 
estimates;  prepares  correspondence,  statistical  reports  and  other  reports 
for  the  division. 

3.  Confers  with  dentists  in  schools  and  health  centers  regarding 
dental  procedures  and  problems  and  recommends  treatment  or  referrals  as 
indicated;  confers  with  orthodontic  screening  board  under  the  crippled 
children's  services;  summarizes  and  prepares  reports  as  to  the  ortho- 
dontists' findings  for  the  crippled  children's  services;  confers  with 
public  health  nurses  and  medical  officers  in  the  health  department  on 
dental  procedures  and  problems. 

h.     Attends  parent  teacher  association  and  other  organized  group 
meetings  on  dental  hygiene,  proper  diet,  fluoridation  of  water  and 
other  subjects;  attends  inter-departmental  meetings  and  presents  dental 
material  and  information  requested;  attends  san  francisco  dental 
society,  California  state,  and  american  dental  association  meetings; 
attends  meetings  of  the  public  health  and  education  committees,  and 
California  state  dental  societies. 

5.  When  required,  examines  teeth  of  patients  applying;  for  dental 
care  or  for  referral  to  dental  college  or  other  approved  agencies  for 
dentistry  services  not  performed  by  public  health  dental  clinic. 

6.  Reads  dental  x-rays  to  determine  type  and  extent  of  dental 
care  required. 

7.  Answers  inquiries  regarding  dental  problems  and  services 
supplied  by  dental  health  division. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  the  curriculum 
of  an  approved  school  of  dentistry  and  possession  of  the  d.d.s.  degree, 
preperably  supplemented  by  one  year  of  training  in  a  school  of  public 
health. 


CLASS  TITLE:   DIRECTOR,  DIVISION  OF  DENTAL  HEALTH  CODE:   2212 

( continued) 

Requires  at  least  five  years  of  experience  in  general  dentistry, 
at  least  one  year  of  which  shall  have  included  duties  of  an  administra- 
tive nature  either  in  a  service  organization  or  a  public  health  center; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
the  principles  and  practices  of  dentistry,  especially  as  applicable  to 
the  preventive  aspects  of  oral  hygiene  techniques  and  procedures; 
nutrition,  as  applicable  to  public  heelth;  dental  health  and  care 
administration;  community  resources  and  the  principles  and  techniques 
involved  in  health  education  and  related  activities. 

Requires  considerable  skill  and  ability  to:   plan,  organize  and 
direct  effective  dental  health  programs  involving  community  and  profes- 
sional participation;  write  and  speak  effectively  and  gain  the  cooper- 
ation of  professional  and  lay  persons  in  the  achievement  of  the  objectives 
of  dental  health;  deal  courteously,  tactfully  and  efficiently  with 
dental  patients  and  subordinate  staff  members. 

License:  Possession  of  a  valid  license  to  practice  dentistry 
issued  by  the  £.  ,ate  board  of  dental  examiners. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  class  exempt  from  examination. 


CLASS  TITLE:   PHYSICIAN  CODE:   2220 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  direction,  renders  medical  services  to  patients ;  makes 
physical  examinations  and  diagnoses;  prescribes  and  administers  treatments; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  interpreting  existing 
policies  and  procedures;  achieving  some  economies  and  for  preventing  some 
losses  in  the  proper  handling  of  medical  and  surgical  equipment  and  sup- 
plies; making  responsible  contacts  with  patients,  other  physicians  and 
surgeons,  nursing  and  auxiliary  personnel;  maintaining  medical  and  techni- 
cal records  of  patients,  treatments,  surgical  procedures  and  related  re- 
ports. Duties  require  normal  physical  effort  involving  continuous  light 
work  and  manual  dexterity  with  frequent  exposure  to  health  and  accident 
hazards  and  occasional  exposure  to  several  disagreeable  elements  inherent 
in  the  fields  of  medicine  or  surgery. 

EXAMPLES  OF  DUTIES: 

1.  Makes  calls  on  indigent  sick  at  their  homes  in  an  assigned  dis- 
trict; conducts  examinations  and  makes  diagnoses  of  patients;  administers 
or  prescribes  treatments,  as  indicated. 

2.  Makes  daily  rounds  of  hospital  wards;  takes  patients'  histories; 
conducts  physical  examinations;  studies  and  reviews  x-ray  films  and  labora- 
tory findings;  prescribes  treatments;  consults  with  other  staff  members  on 
specific  cases. 

3.  Examines,  diagnoses  and  prescribes  treatments  for  patients  re- 
quiring physical  and  occupational  therapy,  including  assignment  of  specific 
duties  to  therapists  and  auxiliary  personnel;  coordinates  rehabilitation 
with  medical  and  surgical  departments. 

h.     Assumes  responsibility  for  the  physical  and  mental  health  of 
inmates  of  all  city  and  county  jails;  confers  with  relatives  of  inmates, 
magistrates  and  law  enforcement  officers  regarding  the  health,  treatment 
or  disposition  of  inmates. 

5.  Performs  physical  examinations  of  all  police  officer  candidates; 
prepares  related  reports  and  maintains  current  records;  performs  physical 
examinations  of  police  officers  immediately  prior  to  termination. 

6.  Renders  medical  and  surgical  care  to  patients  in  the  various 
emergency  hospitals  involving  minor  surgical  maladies  regarding  suturing, 
cleansing  and  application  of  dressings;  renders  professional  consultation 
advice  and  opinion  on  medical  matters;  transfers  patients  to  private  or 
county  care. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  college, 
and  possession  of  an  m.d.  degree. 

Requires  at  least  two  years  of  expereience  in  the  professional  prac- 
tice of  medicine;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  intensive  general  medical 
knowledge  as  it  applies  to  a  wide  range  of  medical  and/or  surgical  pro- 
cedures. 

Requires  skill  and  ability  to  coordinate  activities  and  efforts  with 
other  medical,  nursing  and  auxiliary  personnel  and  to  understand  and  ac- 
cept the  needs  of  indigent  patients. 


CLASS  TITLE:   PHYSICIAN  (continued)  CODE:   2220 

License:   Possession  of  a  license  to  practice  medicine  issued  by 
the  California  board  of  medical  examiners. 

PROMOTIVE  LINES: 

No  normal  line  of  promotion \   class  exempt  from  examination. 


CLASS  TITLE:   SENIOR  PHYSICIAN  CODE:   2222 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction  supervises  and  directs  a  number  of  physi- 
cians and  participates  in  rendering  medical  services;  makes  physical 
examinations  and  diagnoses;  prescribes  and  administers  treatments;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies,  methods  and  procedures  applicable  to  the 
duties  of  physicians;  achieving  considerable  economies  and/or  preventing 
losses  through  enforcement  of  the  proper  handling  of  medical  and  surgical 
equipment,  materials  and  supplies;  making  regular  contacts  with  other 
physicians,  professional  and  auxiliary  personnel,  employees  in  other 
departments,  and  representatives  of  outside  organizations;  gathering, 
reviewing  and  approving  medical  and  technical  records  and  reports. 
Duties  require  normal  physical  effort  involving  continuous  light  work  and 
manual  dexterity,  with  frequent  exposure  to  health  and  accident  hazards 
and  occasional  exposure  to  several  disagreeable  elements  inherent  in  the 
fields  of  medicine  or  surgery. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  physicians  in  making  calls  on  indigent 
patients  and  rendering  necessary  treatments;  refers  patients  to  the 
general  hospital  or  laguna  honda  home;  refers  patients  to  visiting  nurses 
for  home  care-  assigns  individual  physicians  to  various  work  schedules; 
reviews  and  evaluates  medical  reports  and  recommendations;  supervises 
and  recommends  the  use  of  various  medications. 

2.  Evaluates  medical  eligibility  for  the  aid  to  indigent  disabled; 
interprets  legal  provisions,  department  rules,  regulations  and  policies; 
consults  with  physicians  about  medical  care  programs;  consults  with 
state  medical  consultants  regarding  state  medical  programs;  attends 
county  medical  society  meetings  for  review  and  evaluation  of  physicians 
participating  in  medical  care  programs. 

3.  Recruits  and  instructs  physicians  for  work  in  the  medical  care 
program  including  replacement  during  illnesses,  vacations,  etc. 

U.  Maintains  liaison  and  close  coordination  with  department  of 
public  health,  general  hospital,  laguna  honda  home,  and  hassler  health 
home,  as  well  as  the  various  private  and  public  out-patient  departments 
and  agencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  college, 
and  possession  of  an  5T  d.  degree. 

Requires  at  least  five  years  of  experience  in  the  professional 
practice  of  medicine;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  intensive  knowledge  in  the 
field  of  general  medicine  and  surgery  involving  a  wide  range  of  medical 
methods  and  procedures. 


CLASS  TITLE:   SENIOR  PHYSICIAN  (Continued)  CODE:   2222 

Requires  demonstrated  ability  to  supervise  a  number  of  professional 
subordinates  in  carrying  out  a  general  medical  program. 

License:   Possession  of  a  license  to  practice  medicine  issued  by 
the  California  board  of  medical  examiners. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  class  exempt  from  examination. 


CLASS  TITLE:   PHYSICIAN  SPECIALIST  CODE:   2230 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  the  duties  of  a  physician  as  a 
specialist  in  one  of  the  following  fields:   epidemiology,  tuberculosis, 
cardiac,  pediatrics,  venereal  disease,  psychiatry,  pathology,  ophthal- 
mology, otolaryngology,  autopsy,  hematology,  bacteriology,  physical 
medicine,  and  in  other  specialized  fields  requiring  advanced  and  special- 
ized education,  training  and  experience;  and  performs  related  duties  as 
required. 

Requires  responsibility  for  participating  in  developing,  coordinating 
and  executing  policies,  methods  and  procedures  within  a  specialized  field; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  the  efficient  hancU.ing  of  specialized  equipment,  materials  and 
supplies;  making  contacts  with  individual  patients,  other  physicians, 
nurses  and  auxiliary  personnel;  preparing,  checking  and  reviewing 
important  detailed  and  complex  medical  and  technical  records  and  reports. 
Nature  of  duties  requires  sustained  physical  effort  involving  considerable 
light  work  and  manual  skill  and  dexterity,  with  exposure  to  some  accident 
and  health  hazards  and  disagreeable  elements  inherent  in  the  specialized 
field. 

EXAMPLES  OF  DUTIES: 

1.  As  an  epidemiologist,  investigates  sources  of  contagious  diseases 
and  performs  the  various  procedures  to  prevent  their  recurrence  or  spread. 

2.  In  the  field  of  tuberculosis,  evaluates  patients  with  possible 
pulmonary  patholog";  interprets  x-ray  and  laboratory  findings  and  tests; 
prescribes  and  supervises  necessary  treatment. 

3.  As  a  cardiac  specialist,  examines  and  diagnoses  patients;  makes 
interpretations  and  recommends  necessary  treatment. 

U.  As  a  pediatrician,  advises  and  assists  in  the  examination, 
diagnosis  and  treatment  of  pediatric  patients;  evaluates  medical  problems; 
refers  to  other  physicians,  clinics  and  agencies  when  so  indicated; 
examines  and  evaluates  infants  and  pre-school  children,  and  interprets 
findings  through  parents  and  nurses;  may  prescribe  necessary  treatments. 

5.  As  a  venereal  disease  specialist,  makes  physical  and  medical 
examinations;  obtains  specimens  for  microscopic  and  laboratory  analyses; 
makes  diagnoses  and  prescribes  and/or  administers  necessary  therapy. 

6.  In  the  field  of  psychiatry,  acts  as  a  consultant  in  the  applica- 
tion of  psychiatry  to  patients,  mentally  ill  and  emotionally  disturbed 
persons;  applies  psychiatric  treatment  methods. 

7.  As  a  pathologist,  performs  autopsies  of  deceased  persons; 
examines  tissues  removed  surgically;  prepares  diagnostic  reports. 

8.  As  an  autopsy  surgeon,  performs  specific  examinations  of 
deceased  persons;  dictates  medical  findings  and  prepares  related  case 
records  and  reports;  confers  with  the  courts,  coroner,  police,  and 
district  attorney,  as  necessary. 

9.  Performs  specialized  services  in  each  of  a  number  of  other 
fields,  such  as:   ophthalmology,  in  examining  patients  for  diseases  of 
the  eye;  otolaryngology  in  examining  ears,  nose  and  throat;  hematology 
in  supervising  and  participating  in  obtaining  blood  donations  and  in  the 


CLASS  TITLE:   PHYSICIAN  SPECIALIST   (Continued)  CODE:   2230 

techniques  of  typing  and  cross-typing  and  preserving  blood;  consultant  in 
the  field  of  physical  and  occupational  therapy,  podiatry,  and  other  special 
medical  fields. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  college  and 
possession  of  an  M.D.  degree,  including  or  supplemented  by  specialized  or 
additional  training  in  a  specific  field  of  medicine. 

Requires  at  least  three  years  of  professional  experience  as  a 
specialist  in  a  recognized  field;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  intensive  professional 
knowledge  in  a  specific  medical  field. 

Requires  skill  and  ability  to  make  expert  diagnoses,  interpretations 
and  recommendations  on  a  consul tive  level. 

License:  Requires  possession  of  a  license  to  practice  medicine 
issued  by  the  California  board  of  medical  examinefcsy  and  board  eligibility 
in  the  respective  specialty  where  applicable. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   SENIOR  PHYSICIAN  SPECIAI  CODE:   2232 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  may  supervise  several  physician  specialists 
in  one  of  the  following  fields:   epidemiology,  tuberculosis,  cardiac, 
pediatrics,  venereal  disease,  psychiatry,  pathology,  ophthalmology, 
hemathology,  bacteriology,  physical  medicine,  and  in  other  specialized 
fields  requiring  advanced  and  specialized  eduction,  training  and  experi- 
ence; and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and  exe- 
cuting policies  and  methods  in  the  particular  specialty  supervised;  con- 
ducting in-service  training;  achieving  economies  and/or  preventing  losses 
through  enforcing  the  proper  handling  of  specialized  equipment,  materials 
and  supplies;  making  contacts  in  specific  or  specialized  situations  in- 
volving dealing  with  persons  of  substantially  high  rank  on  specialized 
medical,  surgical  and  related  matters;  preparing,  reviewing  and  approving 
medical  and  technical  diagnoses,  records  and  reports.  Nature  of  duties 
requires  sustained  physical  effort  involving  considerable  light  work  and 
manual  skill  and  dexterity,  with  exposure  to  some  accident  and  health 
hazards  and  disagreeable  elements  inherent  in  the  specialized  field. 

EXAMPLES  OF  DUTIES: 

1.  May  act  as  a  supervisor  in  the  field  of  epidemiology;  investi- 
gates sources  of  contagious  disease  and  performs  the  necessary  procedures 
to  prevent  their  recurrence  or  spread. 

2.  May  act  as  a  supervisor  in  the  field  of  tuberculosis,  evaluates 
patients  with  possible  pulmonary  pathology;  interprets  x-ray  and  labora- 
tory findings  and  tests;  prescribes  and  supervises  necessary  treatment. 

3.  As  a  cardiac  specialist,  may  supervise  the  examination  and  diag- 
noses of  patients;  makes  interpretations  and  recommends  necessary  treat- 
ment. 

h.     May  act  as  a  supervisor  in  the  field  of  pediatrics;  advises  and 
assists  in  the  examination,  diagnosis  and  treatment  of  pediatric  patients; 
evaluates  medical  problems;  refers  to  other  physicians,  clinics  and  agencies 
when  so  indicated;  examines  and  evaluates  infants  and  pre-school  children, 
and  interprets  findings  through  parents  and  nurses;  may  prescribe  neces- 
sary treatments . 

$.     As  a  venereal  disease  specialist,  may  supervise  physical  and 
medical  examinations;  obtains  specimens  for  laboratory  analyses  and  per- 
forms microscopy;  makes  diagnoses  and  prescribes  and/or  administers  necessary 
therapy . 

6.  As  a  specialist  in  the  field  of  psychiatry,  may  supervise  the 
application  of  psychiatry  to  patients,  mentally  ill  and  emotionally  dis- 
turbed persons;  analyzes  individual  and  group  psychiatry  treatments;  acts 
as  expert  diagnostician  and  therapist  in  psychiatry. 

7.  As  a  specialist  in  the  field  of  pathology,  may  supervise  the  per- 
formance of  autopsies  of  deceased  persons;  examines  tissues  removed  surgi- 
cally; prepares  diagnostic  reports. 
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8.  As  an  autopsy  surgeon*,  may  supervise  the  performance  of  specific 
examinations  of  deceased  persons;  dictates  medical  findings  and  prepares 
related  case  reports  and  records ;  confers  with  courts,  coroner,  police  and 
district  attorney. 

9.  May  supervise  the  performance  of  specialized  services  in  each  of 
a  number  of  other  fields,  such  ass  ophthalmology  in  examining  patients 
for  diseases  of  the  eye;  otologist  in  examining  ears,  nose  and  throat; 
hematology  in  supervising  and  participating  in  obtaining  blood  donations 
and  in  the  techniques  of  typing  and  cross-typing  and  preserving  blood;  con- 
sultant in  physical  and  occupational  therapy,  podiatry,  and  other  special 
medical  fields. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  college  and 
possession  of  an  M.  D„  degree,  including  or  supplemented  by  specialized  or 
additional  training  in  a  specific  field  of  medicine. 

Requires  at  least  five  years  of  professional  experience  as  a  speci- 
alist in  a  recognized  field;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:  Requires  highly  specialized,  pro- 
fessional knowledge  in  a  specific  medical  field  of  medicine. 

Requires  intensive  skill  and  ability  to:  make  expert  diagnoses, 
interpretations  and  recommendations  on  a  consul tive  basis;  organize  and 
direct  a  number  of  specialists  in  performing  similar  duties  within  a 
restricted  field. 

License:  Requires  possession  of  a  license  to  practice  medicine  issued 
by  the  California  board  of  medical  examiners,  and  possession  of  a  board 
certificate,  or  board  eligibility,  ir>  the  respective  special ty. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:  DISTRICT  HEALTH  OFFICER  CODE:   223U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  in  administrative  charge  of  a  district 
health  center  engaged  in  providing  public  health  services  to  the  sur- 
rounding area;  coordinates  medical  activities  with  the  center  nursing 
services;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  participating  in  developing, 
approving  and  executing  policies  and  procedures  relative  to  the  center's 
operation  and  related  medical  and  nursing  services;  making  regular  im- 
portant contacts  with  parents,  teachers  and  various  civic,  medical  and 
health  groups  in  connection  with  explaining  and  providing  information  on 
the  public  health  program;  preparing,  reviewing  and  approving  medical 
records  and  technical,  diagnostic  and  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  physical  examinations  on  school  children  and  consults 
with  teachers,  parents  and  nurses  regarding  physical  examinations  and 
special  problems;  makes  recommendations  regarding  the  need  for  medical 
and  dental  care,  immunizations,  tubercular,  psychometric  and  psycholo- 
gical tests  to  students  and  parents. 

2.  Performs  physical  examinations,  administers  immunizations  and 
tubercular  tests  on  infants  and  pre-school  children  in  child  health  con- 
ferences; consults  with  parents  regarding  the  growth  and  development  of 
the  child,  diet  and  nutrition,  home  safety,  discipline  and  behavior 
problems. 

3.  Serves  as  consultant  to  staff  nurses  on  individual  cases  and 
specific  problems  or  diseases  relating  to  their  charges;  accompanies 
staff  nurses  on  home  visits  as  may  be  required;  makes  referrals  to 
private  physicians,  health  department  diagnostic  clinics  or  other  ap- 
propriate private  or  public  clinics,  as  nece-ssary. 

U.  Organizes  and  participates  in  various  meetings  and  conferences 
relating  to  medical  and  health  problems  in  a  district;  appears  and 
speaks  before  various  educational,  medical,  health  and  city  groups  on 
a  variety  of  public  health  matters;  schedules  work  for,  and  supervises 
the  work  of,  part-time  physicians  assigned  to  the  center. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  college 
and  possession  of  an  M.D.  degree,  including  or  supplemented  by  spec- 
ialized or  additional  training  in  pediatrics,  internal  medicine  or 
public  health. 

Requires  at  least  three  years  of  professional  experience  in  ped- 
iatrics, internal  medicine  or  public  health;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  highly  specialized  pro- 
fessional knowledge  in  the  medical  field  of  pediatrics,  internal 
medicine  or  public  health. 

Requires  intensive  skill  and  ability  to  make  expert  diagnoses, 
interpretations  and  recommendations  on  medical  and  health  problems. 


CLASS  TITLE:  DISTRICT  HEALTH  OFFICER  CODE:  223k 

(continued) 

License:  Requires:  possession  of  a  license  to  practice  medicine 
issued  by  the  California  board  of  medical  examiners ',   board  eligibility 
in  pediatrics  or  internal  medicine,  or  possession  of  a  master  of  public 
health  degree. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion  -  position  exempt  from  examina- 
tion. 


CLASS  TITLE:  ROENTGENOLOGIST  CODE:   22UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  coordinates  and  supervises  radiology 
activities  in  accordance  with  accepted  national  standards;  performs 
highly  specialized  technical  work  in  connection  with  X-ray  therapy; 
makes  analyses  and  interpretations  of  X-ray  films;  prepares  reports  of 
findings;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  interpreting  X-ray  pictures 
and  formulating  conclusions  and  findings;  making  regular  contacts  with 
X-ray  technicians,  physicians,  surgeons  and  others  concerned;  preparing 
important  detailed  and  complex  technical  and  medical  reports  of  find- 
ings.  Nature  of  duties  involves  normal  physical  effort  and  manual 
dexterity  with  exposure  to  accident  or  health  hazards  and  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  assumes  responsibility  for  the  functioning  of 
the  radiology  unit;  interprets  department  policies,  rules  and  regula- 
tions to  subordinates;  organizes  and  assigns  duties  to  employees. 

2.  Makes  medical  and  surgical  diagnoses  from  X-ray  photographs: 
studies  films  after  they  are  developed;  makes  diagnoses  directly  from 
fluoroscopic  observations. 

3i   Supervises  the  operation  of  the  hospital  tumor  registry 
involving  the  follow  up  of  all  patients  treated  for  cancer;  orders  and 
dispenses  radioactive  isotopes. 

h.      Instructs  and  trains  X-ray  technicians,  house  staff  physicians 
and  medical  students  at  formal  and  informal  teaching  sessions. 

5>.   Supervises  the  operation  of  the  chest  X-ray  film  detection 
program  for  the  finding  of  tuberculosis. 

6.   Confers  and  consults  with  hospital  administrator  regarding 
dissemination  of  information  to  concerned  persons  outside  of  the 
hospital;  acts  as  vice  chairman  and  secretary  of  the  hospital  medical 
staff;  consults  and  interprets  complicated  films  and  cases  with 
hospital  resident  physicians;  supervises  and  reviews  treatment  of  all 
radiation  therapy  patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  college, 
and  possession  of  an  M.  t.  legree,  including  or  supplemented  by  major 
course  work  in  roentgenology. 

Requires  at  least  three  years  of  practical  experience  as  a 
roentgenologist,  including  at  least  one  year  in  a  supervisory  capacity. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge 
of:   the  fundamental  sciences  underlying  the  practice  of  medicine; 
modern  techniques  and  practices  utilized  in  roentgenology;  hospital 
rules  and  regulations. 

Requires  skill  and  ability  to  interpret  and  write  comprehensive 
medical  and  technical  reports  applicable  to  the  field  of  roentgenology. 


CLASS  TITLE;   ROENTGENOLOGIST  CODEs   221+0 

License ;  Requires  possession  of  a  valid  license  to  practice 
medicine  issued  by  the  state  of  California,  and  a  certificate  issued  by 
the  american  board  of  radiology. 

PROMOTIVE  LINES; 

No  normal  line  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   DIRECTOR  OF  CLINICAL  PSYCHIATRY  CODE:   2250 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the 
proper  administration  of  psychiatric  activities  in  a  large  institution? 
acts  as  medical  director  in  the  care  and  treatment  of  psychiatric 
patients;  recommends  all  treatments  in  specialized  cases;  conducts  staff 
meetings  and  conferences;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies  and  methods  within  the  psychiatric  division;  achieving 
considerable  economies  and/or  preventing  considerable  losses  through 
enforcement  of  proper  handling  of  equipment,  materials  and  supplies; 
making  contacts  with  the  administrator,  department  heads  and  specialized 
professional  personnel  in  dealing  with  psychiatric  matters;  compiling 
and  reviewing  important  medical  and  technical  records  concerning  patients, 
treatments,  progress  and  related  statistics  and  reports.  Administrative 
nature  of  duties  requires  normal  physical  effort  and  manual  dexterity 
with  occasional  exposure  to  accident  and  health  hazards  or  disagreeable 
elements  inherent  in  psychiatric  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  coordinates  the  medical,  psychiatric,  nurs- 
ing, occupational  therapy,  social  service  and  other  related  matters  in 
the  psychiatric  division  of  the  institution,  including  out-patient 
facilities  and  consultation  services. 

2.  Makes  rounds  of  psychiatric  wards  to  evaluate  patient  care; 
consults  with  psychiatric,  medical  and  nursing  staff  as  necessary  con- 
cerning specific  problems  and  makes  necessary  decisions. 

3.  Conducts  staff  meetings  and  conferences  concerning  psychiatric 
patient  care  and  the  formulation  of  related  policies,  methods  and 
procedures. 

h.     Participates  in  the  recruitment  and  training  of  medical, 
psychiatric,  nursing  and  auxiliary  personnel;  supervises  work  activities, 
evaluates  performance. 

5>.  Plans,  organizes  and  directs  training  programs  for  medical, 
psychiatric,  nursing  and  auxiliary  staff  personnel  assigned  to 
psychiatric  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  medical  college, 
and  possession  of  an  M.  D.  degree,  including  or  supplemented  by  major 
course  work  in  psychiatry. 

Requires  at  least  five  years  of  experience  in  psychiatry  in  an 
institution  accredited  by  the  american  board  of  psychiatry  and 
neurology,  of  which  at  least  one  year  shall  have  been  in  an  adminis- 
trative capacity  in  a  psychiatric  unit;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:  DIRECTOR  OF  CLINICAL  PSYCHIATRY  CODE:   22^0 

(continued) 

Knowledge ,   Abilities  and  Skills:   Requires  a  thorough  administrative 
knowledge  necessary  to  organize  and  direct  the  professional  psychiatric 
and  nursing  staffs  in  handling  mentally  ill  and  emotionally  disturbed 
patients. 

Requires  creative  ability,  resourcefulness  and  discriminating 
judgment  in  analyzing  and  solving  complex  problems  in  connection  with 
the  diagnosis,  care  and  treatment  of  psychiatric  patients. 

License:   Requires  possession  of  a  valid  license  to  practice 
medicine  issued  by  the  state  of  California;  and  certification  by  the 
american  board  of  psychiatry  and  neurology. 

PROMOTIVE  LINES: 

To:   Program  Chief,  Mental  Health  Services 

From:   Senior  Physician  Specialist  (Psychiatric) 


CLASS  TITLE:  ORDERLY  CODE:   2302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  in  caring  for  patients  and  keeping  them 
clean  and  comfortable;  answers  signal  lights  or  call  bells;  observes 
patients  and  reports  any  unusual  condition  or  behavior  to  appropriate 
supervisory  personnel;  transfers  patients  between  hospital  departments 
and  wards;  prepares  simple  records;  and  performs  related  duties  as 
required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  related  to  hospital  care  of  patients;  achieving  minor 
economies  or  preventing  minor  losses  in  the  use  and  handling  of  various 
materials,  supplies  and  hospital  equipment;  making  routine  contacts 
with  patients,  other  hospital  employees  and  visitors;  keeping  routine 
records  and  simple  reports  of  time  and  work  done.   Nature  of  work 
requires  sustained  physical  effort  involving  continuous  light  work  and 
occasional  heavy  work  with  frequent  exposure  to  somewhat  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  with  patient  care  by  bathing  and  dressing  patients, 
giving  alcohol  rubs;  assists  patients  in  and  out  of  bed;  moves  helpless 
patients  to  alternative  bed  positions. 

2.  Helps  prepare  patients  for  various  treatments;  transports 
patients  in  wheel  chair  or  guerney  from  ward  to  other  hospital  areas 
for  examination  and  therapy. 

3.  Answers  call  lights  or  call  bells;  passes  bed  pans  and  urinals 
as  needed;  ma;,  take  and  record  patients  temperature,  pulse  and  respir- 
ation rates;  performs  cleaning  tasks  in  and  about  patients'  wards  and 
rooms. 

k.      Collects,  labels  and  delivers  specimens  to  laboratory  as 
directed;  cleans  and  sterilizes  bed  pans,  urinals,  wash  basins  and 
bath  tubs. 

5.  Attends  deceased  patients,  bathes  bodies  and  covers  with 
shrouds  and  assists  with  removal  from  hospital  bed  to  morgue. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school, 
supplemented  by  one  year  experience  in  a  governmental  agency  or  in  an 
institution  in  performing  patient-care  duties,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  elementary  working 
knowledge  of  nursing  aide  work  as  applied  to  the  bedside  care  of 
hospital  patients. 

Requires  ability  to  follow  simple  routine  instructions  and  the 
aptitude,  skill,  and  ability  to  work  under  mild  mental  and  physical 
strain. 


CLASS  TITLE;  ORDERLY  (continued)  CODE;   2302 

PROMOTIVE  LINES: 

To;  Practical  Nurse 

Licensed  Vocational  Nurse 
Psychiatric  Orderly 

From:  Original  entrance  examination 


CLASS  TITLE:  PSYCHIATRIC  ORDERLY  CODE:   230ii 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  in  the  care  of  mentally  ill,  emotionally 
disturbed,  violent  and  potentially  violent  psychiatric  patients; 
observes  patients  for  changes  in  behavior  and  takes  proper  corrective 
or  preventive  measures;  renders  personal  care  to  incompetent  and 
seriously  disturbed  patients;  assists  in  admitting  patients  and 
preparing  admission  records;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  applicable  to  the  care  of  psychiatric  patients;  achieving 
economies  or  preventing  losses  through  safeguarding  and  proper  handling 
and  use  of  materials,  supplies  and  equipment;  making  occasional  contacts 
outside  of  the  immediate  assigned  work  area  with  employees  and  visitors; 
keeping  routine  records  in  connection  with  admission  of  patients  and 
their  subsequent  progress  and  treatment.   Nature  of  work  involves 
adherence  to  a  number  of  established  procedures  requiring  exercise  of 
independent  judgment,  often  under  emergency  conditions,  requiring 
considerable  physical  effort  in  controlling  or  restraining  violent 
patients,  with  continuous  exposure  to  conditions  which  may  result  in 
accidents  or  injuries  or  other  disagreeable  situations. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  admitting  mentally  ill  and  disturbed  psychiatric 
patients;  prepares  and  writes  admission  sheets,  record  of  clothing, 
valuables  and  other  personal  property;  obtains  required  specimens  for 
laboratory  analysis;  gives  baths;  takes  temperatures,  pulse  and 
respiration  readings. 

2.  Supervises  psychiatric  patients  including  those  with  suicidal 
or  homocidal  and  alcoholic  tendencies;  observes  patients  for  signs  of 
change  in  behavior  and  takes  proper  measures  to  correct  situations; 
prevents  patients  from  using  items  or  objects  which  might  cause 
injuries  to  themselves  or  others. 

3.  Assists  in  administering  medications;  observes  patients 
following  electric  shock  and  insulin  shock  therapy  and  reports 
unfavorable  reactions. 

h.      Administers  to  the  comfort  and  well  being  of  patients;  cleans 
those  that  are  inconv  nentj  feeds  those  unable  to  feed  themselves. 

5.  Takes  patients  to  X-ray,  dental  or  other  clinics  or  labora- 
tories as  necessary. 

6.  Changes  and  makes  patients*  beds;  keeps  room,  beds,  utensils 
and  equipment  clean  and  orderly. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  one  year  of  qualified  hospital  psychiatric  orderly 
experience,  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   PSYCHIATRIC  ORDERLY   (Continued)  CODE:   2301; 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of 
established  psychiatric  methods  and  procedures  in  handling  mentally- 
disturbed  patients,  sometimes  under  difficult  and  emergency  situations. 

Requires  ability  to:   get  along  well  with  others;  emotional 
stability  and  adaptability,  under  strain,  to  conditions  and  behavior 
of  psychiatric  patients. 

Requires  skill  in  recognizing  sudden  changes  in  patients'  behavior. 

License:  Certification  of  satisfactory  psychiatric  orderly 
training . 

PROMOTIVE  LINES: 

To:   Senior  Psychiatric  Orderly 

From:  Orderly 

Licensed  Vocational  Nurse 


CLASS  TITLE:  SURGICAL  AIDE  CODE:   2308 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  variety  of  tasks  in 
assisting  with  activities  and  procedures  in  the  surgical  and  emergency 
divisions;  transfers  surgical  patients  to  and  from  wards;  assists  in 
keeping  operating  rooms  and  equipment  in  clean  and  orderly  condition; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  established  methods  and 
procedures;  preventing  losses  through  proper  handling  and  use  of 
materials,  equipment  and  supplies;  making  routine  contacts  with  nurses, 
surgeons,  other  hospital  employees  and  patients.  Nature  of  work 
requires  some  physical  effort  in  handling  and  transferring  patients 
and  hospital  equipment  with  some  exposure  to  accident  and  health 
hazards  and  intermittent  exposure  to  several  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  routine  duties  in  assisting  with  prepar- 
ations for  surgical  procedures;  prepares  adequate  supplies  of  spinal 
and  caudal  sets  by  cleaning  and  washing  needles,  medicine  glasses  and 
luers. 

2.  Arranges  equipment,  drugs,  sponges  and  other  items  in  packs 
for  sterilization;  checks  all  sterilized  supplies  to  assure  correct 
amounts  on  hand  at  all  times,  and  stores  in  proper  places;  washes  and 
places  surgical  instruments  in  autoclave  for  sterilization;  operates 
autoclave  at  required  temperature,  pressure  and  timing. 

3.  Maintains  sterilized  supplies  in  all  operating  rooms  including 
different  types  of  gauze,  bias  stockinette,  sheet  wadding,  pads,  sponges 
and  other  items. 

h.      Supervises  and  participates  in  transporting  patients  to  and 
from  wards, 

5.  Assists  in  keeping  premises  and  equipment  in  clean  and  orderly 
condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  one  year  of  practical  experience  in  giving  bedside 
care  to  hospital  patients,  preferably  including  special  training  in 
the  care  of  operating  room,  instruments,  cleaning  and  sterilizing;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of  the 
care  of  hospital  patients,  especially  in  conjunction  with  preparations 
for  operative  procedures  and  post-operative  techniques. 

Requires  diligence,  intelligence  and  alertness  in  working  alone  or 
in  assisting  nurses,  surgeons  and  others  with  pre-operative  and  post- 
operative procedures. 


CLASS  TITLE:  SURGICAL  AIDE  (continued)  CODE:   2308 

PROMOTIVE  LINES: 

To;  No  normal  lines  of  promotion 

From:  Licensed  Vocational  Nurse 
Orderly 


CUSS  TITLE:  LICENSED  VOCATIONAL  NURSE  CODE:   2312 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  elementary  routine  nursing  duties 
in  rendering  nursing  care  to  patients  or  in  assisting  a  registered  nurse 
in  performing  such  duties;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures;  achieving  minor  economies  or  preventing  minor  losses 
through  the  proper  use  and  handling  of  equipment,  materials  and  supplies: 
making  contacts  with  other  employees  and  visitors:  keeping  routine 
patient  records  and  reports.   Nature  of  work  requires  sustained  physical 
effort  involving  considerable  standing,  walking,  bending,  stooping 
and  occasional  heavy  lifting,  with  frequent  exposure  to  accident  and 
health  hazards  and  several  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Gives  nursing  care  to  patients,  under  supervision  of  a  regis- 
tered nurse;  gives  bed  baths  and  sitz  baths;  gives  special  back  care; 
assists  physician  in  absence  of  the  registered  nurse. 

2.  Takes  temperatures,  pulse,  respiration  and  blood  pressure 
readings;  observes  and  reports  patients'  symptoms  to  the  registered  nurse 
in  charge. 

3.  Serves  water,  food  and  other  nourishments  to  patients;  serves 
special  diets;  feeds  helpless  patients  and  arranges  food  for  semi- 
invalids. 

h.  Makes  and  changes  patients'  beds;  makes  up  complete  bed  units 
when  patients  terminate  their  stay;  makes  up  emergent  beds,  as  needed; 
assists  in  folding  linens  and  placing  on  shelves. 

5.  Assists  in  cleaning  treatment  room,  bathrooms  and  utility 
rooms. 

6.  Cleans  and  sets  up  equipment  for  physician's  use;  sterilizes 
equipment;  makes  up  packs  to  be  autoclaved. 

7.  Assists  patients  in  and  out  of  bed;  assists  in  preparing  and 
transporting  pre-operative  patients  to  other  departments  and  wards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school 
and  either  an  approved  course  in  vocational  nursing  of  at  least  nine 
months  duration,  including  training  in  the  care  of  the  sick  under  the 
direction  of  competent  medical  and  nursing  instructors,  or  completion 
of  at  least  one  year  in  an  accredited  school  of  professional  nursing; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  considerable  working 
knowledge  of  vocational  nursing  procedures,  and  hospital  rules,  regu- 
lations and  procedures. 

Requires  ability  to  keep  routine  records  concerning  patient  care 
and  progress  and  work  under  considerable  mental  and  physical  strain. 

Requires  skill  in  the  use  of  hospital  utensils,  apparatus  and 
equipment . 


CLASS  TITLE;  LICENSED  VOCATIONAL  NURSE  (Continued)        CODE?   2312 

License ;  Requires  possession  of  a  valid  license  as  a  vocational 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES; 

To;  No  normal  lines  of  promotion. 

From;  Orderly 

Original  entrance  examination 
Practical  Nurse 


CLASS  TITLE:   REGISTERED  NURSE  CODE:  2320 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  professional  nursing  duties  in 
hospitals,  emergency  hospitals,  clinics,  sanitariums  and  other  institu- 
tions; administers  treatment  to  patients  as  instructed  by  physician; 
observes  patients'  symptons;  keeps  related  charts  and  records  in 
accordance  with  standard  practices;  may  direct  the  work  of  subordinate 
assistants;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  relating  to  various  aspects  of  patient  care;  achieving 
moderate  economies  or  preventing  moderate  losses  through  the  proper  use 
and  handling  of  hospital  and  medical  equipment,  materials  and  supplies; 
contacting  physicians,  nursing  supervisors  and  other  employees,  for  the 
purpose  of  furnishing  and  obtaining  information  on  medical  and  nursing 
care  matters;  maintaining  charts  and  records  concerning  patient4 s 
treatment,  care  and  progress  and  compiling  related  data  and  reports. 
Nature  of  work  requires  sustained  physical  effort  involving  considerable 
standing,  walking,  bending,  stooping  and  occasional  heavy  lifting,  with 
frequent  exposure  to  accident  and  health  hazards  and  disagreeable  working 
conditions  inherent  in  nursing  services  and  patient  bedside  care. 

EXAMPLES  OF  DUTIES: 

1.  Renders  nursing  care  to  hospitalized  patients  within  an 
assigned  ward  or  unit;  observes  and  reports  symptoms  and  conditions  of 
patients  to  physician  or  head  nurse. 

2.  Takes  and  records  temperatures,  respiration  arid  pulse;  admin- 
isters medication  under  doctor's  instructions,  notes  reactions  and  reports 
unusual  results  or  circumstances. 

3-   Sets  up  treatment  trays,  prepares  instruments  and  other  equip- 
ment; assists  physicians  with  treatments. 

U.   Assists  in  administering  highly  specialized  therapy;  maintains 
records  reflecting  patient's  condition,  medication,  treatment  and  reactions. 

5.  May  direct  the  work  of  auxilliary  sub-professional  personnel  in 
performing  various  tasks  in  assisting  with  the  care  and  comfort  of 
patients  and  the  cleanliness  and  sanitation  of  ward,  hospital  beds,  and 
appurtenant  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  working 
knowledge  of  modern  methods,  techniques  and  procedures  used  in  professional 
nursing,  including  understanding  of  medical  terminology  and  hospital 
routines,  procedures,  equipment  and  facilities. 

Requires  ability  to:  work  cooperatively  with  others:  keep  patient 
case  records  and  prepare  related  reports;  plan,  organize,  assign  and 
inspect  the  work  of  sub-professional  subordinates;  use  good  judgment 
in  unusual  and  emergent  situations. 


CLASS  TITLE:  REGISTERED  NURSE  (Continued)  CODE:  2320 

License:  Possession  of  a  valid  certificate  as  a  registered  nurse 
issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:   Head  Nurse 

From:  Original  Entrance  Examination 


CLASS  TITLE:  HEAD  NURSE  CODE:   2322 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  work  of  several  registered 
nurses  and  other  auxiliary  personnel  in  an  assigned  ward;  prepares  medi- 
cation and  treatment  lists  from  physicians  orders  and  sees  that  they  are 
properly  administered;  checks  treatments  by  personal  observations  and 
review  of  patients  charts;  makes  periodic  visits  to  all  patients  ii  the 
assigned  area;  makes  daily  rounds  with  physician  to  furnish  information 
and  assist  with  treatments;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  en- 
forcing existing  policies,  methods  and  procedures  covering  patient  care 
and  hospital  activities  in  an  assigned  area;  achieving  considerable 
economies  or  preventing  considerable  losses  through  enforcing  the  proper 
and  efficient  use  and  handling  of  hospital  equipment,  materials  and 
supplies;  making  regular  contacts  with  nurses,  subordinate  personnel, 
physicians  and  visitors,  with  occasional  contacts  with  outside  agencies 
and  other  departments;  checking  and  reviewing  important  detailed  opera- 
tional, medical  and  technical  records  and  reports.  Nature  of  duties 
requires  sustained  physical  effort  involving  considerable  standing  and 
walking  in  supervising  and  personally  participating  in  patient  care 
and  related  activities  involving  intermittent  exposure  to  health  and 
accident  hazards  and  several  disagreeable  elements  inherent  in  nursing 
services  and  patient  bedside  care. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  nursing  services  and  patient  bedside  care  and 
the  proper  functioning  of  all  activities  on  an  assigned  ward,  including 
the  assigned  professional  and  auxiliary  personnel,  in  accordance  with 
specific  orders  of  attending  physicians. 

2.  Participates  in  patient  bedside  procedures  such  as  administer- 
ing oxygen  therapy,  physical  and  medical  examinations;  keeps  related 
records  and  prepares  reports. 

3.  Checks  to  assure  that  proper  medical  supplies  are  kept  on  hand 
to  serve  the  need  of  the  patients  on  the  assigned  ward  at  all  times; 
initiates  replenishment  of  such  supplies  as  needed. 

U.  Investigates  and  studies  treatments  and  developments  in  nursing 
practices  and  techniques,  evaluates  their  adaptability  to  the  needs  of 
the  specific  nursing  program;  recommends  developing,  revising  and 
adapting  improved  techniques  and  methods. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing. 

Requires  at  least  two  years  of  experience  as  a  reg. stered  nurse 
or  an  equivalent  combi  ation  of  training  and  experience. 

wledge,  Abilities  and  Skills:  Requires  considerable  working 
knowledge  of:   the  principles  and  practices  of  professional  nursing 
and  their  relation  to  the  prevention,  treatment  and  control  of  disease; 


CLASS  TITLE:  HEAD  NURSE  (continued)  CODE;   2322 

departmental  rules,  regulations  and  procedures  in  order  to  properly  super- 
vise the  personnel  and  activities  in  an  assigned  area. 

Requires  ability  to:  work  with  other  nursing  and  auxiliary  personnel; 
exercise  sound  judgment  in  quickly  evaluating  emergent  situations;  render 
prompt  decisions. 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Nursing  Supervisor 

From:  Registered  Nurse 


CLASS  TITLE:  NURSING  SUPERVISOR  CODE:   232U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  professional  nursing  and 
auxiliary  staff  of  a  number  of  patient-care  units;  plans  and  directs 
activities  to  provide  maximum  care  within  the  limits  of  budgetary  pro- 
visions; participates  in  guidance,  educational  and  in-service  training; 
directs  procurement  of  supplies  and  equipment;  coordinates  services  with 
those  of  other  departments;  engages  in  research  activities  to  improve 
nursing  services  and  patient  care;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  carrying  out,  interpreting,  coordinating 
and  enforcing  existing  policies,  methods  and  procedures  pertaining  to 
hospital  nursing  services;  achieving  considerable  economies  and  pre- 
venting considerable  losses  through  enforcement  of  proper  use  and  handling 
of  hospital  equipment,  materials  and  supplies;  making  regular  contacts 
with  professional  nursing  and  auxiliary  personnel,  physicians  and  persons 
in  other  departments  concerning  general  nursing  matters,  and  with 
relatives  and  visitors  of  hospital  patients;  checking  and  reviewing  de- 
tailed reports  and  medical  records  of  patients  in  assigned  wards.  Nature 
of  duties  requires  sustained  physical  effort  with  occasional  exposure  to 
minor  accident  or  health  hazards  or  several  disagreeable  elements  inherent 
in  general  hospital  ward  services  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  the  professional  nursing  staff  and 
auxiliary  personnel  engaged  in  rendering  patient  care  in  various  assigned 
wards;  prepares  work  schedules,  makes  assignments  and  supervises 
activities  and  evaluates  work  performance. 

2.  Coordinates  services  rendered  with  those  of  other  departments; 
checks  each  ward  to  assure  compliance  with  instructions. 

3.  Checks  assigned  personnel  on  wards  supervised;  prepares  and  re- 
views related  time  and  work  performance  reports  and  makes  changes  in 
personnel  assignments  as  required  or  as  directed  by  superior. 

U.  Personally  makes  periodic  routine  ward  visits;  confers  with 
head  nurses  and  general  duty  nurses  concerning  all  new  patients;  makes 
bedside  visits  to  all  seriously  and  critically  ill  patients;  discusses 
specific  problems  with  assigned  nurses  or  physicians. 

5.  Investigates  complaints  of  patients  and  staff  members;  resolves 
difficulties  or  refers  same  to  superior;  utilizes  and  makes  interpre- 
tations of  existing  policies  as  related  to  nursing  care  in  specific 
departments;  reports  unusual  occurrences  to  superior;  strives  to 
establish  and  maintain  good  relations  and  good  morale  among  all  assigned 
personnel. 

6.  Participates  in  planning  and  cooperating  with  other  hospital 
department  personnel  in  order  to  promote  and  provide  maximum  patient 
care;  maintains  high  quality  of  in-service  training  and  adequacy  of 
training  materials  in  order  to  insure  continuous  best  performances. 


CLASS  TITLE:   NURSING  SUPERVISOR   (continued)  CODE:   2321; 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing. 

Requires  at  least  three  years  of  experience  as  a  registered  nurse, 
including  at  least  one  year  as  a  head  nurse,  or  an  equivalent  combina- 
tion of  training  and  experience . 

Knowledge,  Abilities  and  Skills:  Requires  advanced  working  know- 
ledge of:  the  field  of  general  nursing  theory  and  practice  and  its 
application  and  understanding  to  achieve  best  patient  care;  the 
principles,  methods  and  procedures  involved  in  planning,  organizing 
and  directing  a  staff  of  professional  nurses  and  auxiliary  personnel. 

Requires  exceptional  ability  and  skill  in  the  organization  and 
direction  of  all  hospital  activities  in  the  assigned  area  and  in 
carrying  out  and  enforcing  the  established  policies,  regulations  and 
procedures. 

License  or  Certificate  Requirements:   Possession  of  a  valid  certi- 
ficate as  a  registered  nurse  issued  by  the  state  board  of  nursing 
examiners . 

PROMOTIVE  LINES: 

To:  Assistant  Director  of  Nursing 

From:  Head  Nurse 


CLASS  TITLE:   ANESTHETIST  CODE:   2330 

CHARACTERISTICS  OF  THE  CLASS : 

Under  general  supervision,  administers  various  types  of  anesthesia 
to  render  patients  insensitive  to  pain  during  operations,  deliveries  and 
other  therapeutic  and  diagnostic  measures;  observes  anesthetized  patients 
for  adverse  reactions  and  takes  remedial  action;  maintains  records  of 
anesthesia  administered  and  condition  of  patient  prior  to  and  throughout 
anesthesia;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  established  methods  and 
procedures  in  administering  anesthetics;  achieving  moderate  economies 
and/or  preventing  moderate  losses  through  efficient  handling  of  equipment, 
materials  and  supplies;  making  responsible  contacts  with  physicians, 
surgeons  and  nursing  staff  on  specialized  matters;  preparing  detailed 
medical  and  technical  records  relative  to  anesthetics  administered  and 
patients'  reactions.  Nature  of  work  involves  sustained  physical  effort 
and  manual  dexterity  with  some  exposure  to  health  and  accident  hazards 
and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers  various  types  of  anesthetics  by  inhalation,  intra- 
venous injection,  epidural,  spinal  and  block  methods. 

2.  Checks  anesthesia  machines  to  assure  proper  working  order; 
checks  resuscitation  equipment  and  orders  replacements  when  necessary. 

3.  Orders,  assembles  and  sterilizes  all  special  equipment  used  in 
connection  with  administration  of  anesthetics  for  special  types  of 
surgery;  orders  all  drugs  used  in  anesthesia  procedures;  checks  all 
narcotics  used  in  surgery  by  surgical  staff. 

h.     Directs  the  preparation  of  all  spinal  and  epidural  sets  for 
sterilization. 

5.  When  patient  arrives  in  surgery:   checks  patient;  evaluates 
pre-operative  condition;  makes  entries  in  anesthesia  record  book; 
remains  with  patient  through  entire  surgical  procedure;  administers 
various  drugs  with  oxygen,  as  necessary  for  each  particular  operation; 
gives  blood  transfusion  to  replace  loss  due  to  operating  procedures; 
checks  blood  pressure,  pulse  and  respiration  frequency;  discontinues 
anesthesia  at  conclusion  of  operation. 

6.  Accompanies  patient  to  recovery  room  and  reports  condition  to 
recovery  room  nurse. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  graduation  from  an  accredited  school  of  nursing  and 
two  years  of  special  training  in  anesthesia,  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
surgical  nursing  principles  and  procedures,  including  various  types 
and  methods  of  administering  anesthesia;  standard  operating  room 
methods,  equipment  and  procedures;  anesthesia  equipment,  instruments 
and  drugs  used  in  various  types  of  surgery. 


CLASS  TITLE:   ANESTHETIST  (continued)  CODE:   2330 

Requires  ability  and  skill  to  detect  unfavorable  patient  reactions 
and  apply  prompt  remedial  measures. 

License:  Requires  possession  of  a  current  valid  license  as  a 
registered  nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Head  Operating  Room  Nurse 

From:  Registered  Nurse 


CLASS  TITLE:  OPERATING  ROOM  NURSE  CODE:   23UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  specialized  professional  nursing  duties 
in  assisting  surgeons  in  the  operating  room;  acts  as  scrub  or  sterile 
nurse ;  sets  up  operating  room  according  to  type  of  operation;  assists 
surgeon  during  operative  procedures;  transfers  patient  from  operating 
room  to  recovery  room;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  following  and  carrying  out  established 
hospital  and  operating  room  procedures;  achieving  some  economies  and/or 
preventing  losses  through  the  proper  handling  and  use  of  instruments, 
supplies  and  equipment;  making  regular  contacts  with  surgeons,  physicians, 
nurses  and  subordinate  personnel  in  carrying  out  specialized  duties. 
Nature  of  work  requires:   sustained  physical  effort,  including  consider- 
able standing  and  walking;  considerable  adeptness  in  the  use  of  fingers 
and  hands  when  assisting  surgeon;  exposure  to  some  accident  and  injury 
hazards  with  intermittent  exposure  to  several  disagreeable  elements  in- 
herent in  operating  room  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Uses  established  techniques  in  preparing  for  and  assisting  with 
surgical  procedures;  provides  and  sets  up  necessary  instruments,  supplies 
and  equipment  for  different  types  of  operations,  according  to  established 
routines  and  instructions  of  the  surgeon. 

2.  As  scrub  or  sterile  nurse,  sets  up  operating  room  with  instruments 
as  specifically  required  for  type  of  operation  to  be  performed;  arranges 
instruments  and  other  articles  in  specified  order  on  portable  table  im- 
mediately accessible  to  the  surgeon;  anticipates  surgeon's  needs  for 
instruments,  sponges,  sutures,  suction  tubes  and  other  items  and  hands 
them  to  surgeon  in  most  expeditious  manner;  maintains  aseptic  field. 

3.  Observes  patient  during  surgical  procedure  to  detect  possible 
complications  and/or  breaks  in  sterile  technique;  furnishes  emergency 
equipment  and  supplies  to  prevent  fatality. 

U.  Manages  contaminated  instruments  and  supplies  during  operation 
procedures  to  prevent  spread  of  infection. 

5.  As  circulating  nurse,  places  patient  in  prescribed  position  to 
assure  access  to  operative  field;  adjusts  operating  table  and  accessory 
equipment  as  may  be  required;  prepares  operative  area  and  drapes  patient 
or  assists  sur.geon  with  draping, 

6.  During  operative  procedure,  preserves  and  labels  operative 
specimens  for  laboratory  analysis. 

7.  Provides  special  equipment  such  as  cauteries,  electro-surgical 
machines,  diagnostic  lights  and  other  special  apparatus  and  assures  same 
is  in  proper  working  order;  manipulates  such  equipment  to  aid  in  the 
efficiency  of  the  surgeon  and  to  avoid  hazards  to  patient. 

8.  Observes  progress  of  surgery;  provides  additional  instruments, 
supplies  or  other  items  as  needed;  provides  and  regulates  such  fluids 
as  blood,  plasma,  saline  and  glucose  solutions,  cardiac  and  respiratory 
stimulants  to  prevent  fatalities  during  operation. 

9.  After  operation,  may  apply  or  assist  in  applying  dressings 
and  transferring  patient  from  operating  room  to  recovery  room. 

10.  Cleans  or  directs  cleaning  and  sterilization  of  contaminated 
instruments,  equipment  and  supplies;  re-sterilizes  unused  supplies; 
cares  for  and  stores  delicate  surgical  instruments;  cleans  or  assists 
in  cleaning  operating  room  areas  and  caring  for  and  disposing  of 


CLASS  TITLE:   OPERATING  ROOM  NURSE  (Continued)  CODE:   23UO 

infectious  and  soiled  linens  after  conclusion  of  each  operation. 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school,  supple- 
mented by  graduation  from  an  accredited  school  of  nursing. 

Requires  at  least  one  year  of  experience  in  surgical  nursing  duties; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge ,  Abilities  and  Skills:  Requires  thorough  technical  and 
working  knowledge  of:   the  various  steps  involved  in  different  types  of 
operations  in  order  to  anticipate  surgeons1  needs;  correct  methods  of 
handling  instruments  and  supplies;  surgical  instruments  used  in  various 
surgical  procedures,  and  the  related  proper  setting  up  of  the  operating 
room;  the  importance  of  maintaining  an  aseptic  field. 

Requires  specialized  skill  and  ability  and  mental  and  visual  concen- 
tration when  assisting  surgeon  during  operative  procedure. 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:   Head  Nurse,  Surgery 

From:  Registered  Nurse 


CLASS  TITLE:   HEAD  NURSE,  SURGERY  CODE:   23U2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  and  collaborates  in  directing 
the  personnel  in  the  operating  room;  administers  and  supervises  operating 
nursing  services;  assigns  duties  to  professional  nursing  and  auxiliary- 
personnel;  maintains  high  quality  service  through  strict  observance  and 
enforcement  of  medical,  surgical  and  sterilization  requirements;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  operating  room  policies,  methods  and  procedures; 
achieving  considerable  economies  or  preventing  serious  losses  through 
enforcing  the  efficient  use  and  handling  of  instruments,  materials, 
supplies  and  equipment;  making  regular  contacts  with  physicians,  sur- 
geons, professional  nursing  and  auxiliary  personnel  in  connection  with 
technical  and  specialized  operating  room  procedures;  gathering,  checking 
and  reviewing  important  and  complex  detailed  medical  and  surgical 
records.   Nature  of  duties  involves  sustained  physical  effort  including 
walking  and  standing  and  some  exposure  to  accident  and  health  hazards 
and  several  disagreeable  elements  inherent  in  operating  room  and  surgical 
procedures. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  activities  of  professional  nursing  and  auxiliary 
personnel  assigned  to  the  operating  room. 

2.  Consults  with  surgeon  relative  to  the  scheduling  of  surgical 
cases;  consults  with  anesthesia  department  as  to  advisable  time  for  each 
operation;  makes  schedule  of  operations  and  posts  on  bulletin  board. 

3.  Assigns  scrub  and  circulating  nurses  to  respective  operating 
room;  instructs  new  nurses  in  the  care  and  use  of  various  types  of  oper- 
ating room  equipment  and  instruments. 

ii.   Operates  or  supervises  the  operation  of  electro-surgical  in- 
struments; regulates  transfusion  and  other  equipment;  provides  assistance 
and  guidance  to  medical  and  nursing  team  as  required;  aids  in  observing 
medical  asepsis  in  the  operating  room. 

5.  Assists  administrative  staff  in  ascertaining  needs  for  additional 
or  modified  services,  supplies  or  equipment. 

6.  Prepares  or  supervises  preparation  of  accurate  records  pertain- 
ing to  operating  and  related  personnel  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  graduation  from  an  accredited  school  of  nursing. 

Requires  at  least  three  years  of  progressively  responsible  sur- 
gical nursing  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  techni- 
cal and  working  knowledge  of  general  nursing  theory  and  practice,  in- 
cluding surgical  nursing  and  operating  room  procedures  and  techniques. 

Requires  specialized  skill  and  ability  and  intense  mental  and 
visual  concentration  when  supervising,  directing  and  participating  in 


CLASS  TITLE:  HEAD  NURSE,  SURGERY  (continued)  CODE:   23U2 

operating  room  procedures. 

License  or  Certificate  Requirements:  Requires  possession  of  a  current 
certificate  as  a  registered  nurse  issued  by  the  state  board  of  nursing 
examiners. 

PROMOTIVE  LINES: 

To:  Assistant  Director  of  Nurses,  Surgery 

From:   Operating  Room  Nurse 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  NURSES,  SURGERY        CODE:   23UU 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  nursing  and  related  activi- 
ties of  hospital  operating  rooms;  assigns  professional  and  auxiliary 
nursing  staff  for  various  operations,  as  required;  prepares  general 
procedures  for  each  type  of  operation;  informs  staff  of  administrative 
changes,  new  procedures,  special  instruments  and  techniques;  conducts 
orientation  and  in-service  training  programs;  coordinates  operating 
suite  activities  with  other  hospital  departments  and  medical  staff;  di- 
rects the  maintenance  of  required  records  and  reports,  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:   developing,  interpreting,  coordinat- 
ing, carrying  out  and  enforcing  existing  operating  suite  policies, 
methods  and  procedures;  achieving  considerable  economies  and/or  pre- 
venting considerable  losses  through  enforcement  of  proper  and  efficient 
use  and  handling  of  equipment,  instruments,  materials  and  supplies; 
making  continuing  contacts  with  physicians,  surgeons,  professional 
nurses  and  auxiliary  personnel  as  well  as  with  persons  in  other  de- 
partments concerning  operating  room  requirements  and  situations  involv- 
ing coordination  of  specific  services  and  activities;  reviewing  detailed 
and  complex  medical  and  surgical  records  and  accumulating  and  assembling 
such  data  for  permanent  use.  Nature  of  duties  involves  sustained  physi- 
cal effort  with  some  occasional  exposure  to  accident  or  health  hazards 
and  several  disagreeable  elements  inherent  in  operating  room  activities 
and  surgical  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  the  operating  suite  nursing  and  auxil- 
iary personnel  in  performing  operating  room  services  for  different  types 
of  operations. 

2.  Plans  and  assigns  staff  as  required  for  each  type  of  operation; 
specifies  instrument  set-ups  and  lay-out  of  table,  considering  the  sur- 
geon's specific  requirements  and  to  assure  immediate  availability  of 
instruments,  supplies  and  materials. 

3.  Prepares  general  procedures  and  lists  of  requirements  to  meet 
each  operating  surgeon's  needs  for  the  specific  type  operation  to  be 
performed;  standardizes  surgical  packs  and  the  draping  of  patients  for 
each  operation. 

U.  Informs  staff  of  any  administrative  changes,  new  procedures, 
special  instruments  or  other  items  required  or  scheduled  for  operations; 
periodically  discusses  major  surgical  nursing  problems  and  procedures. 

5.  Conducts  orientation  and  in-service  training  programs  to  pro- 
vide good  patient  care,  efficient  aid  to  surgeons,  also  to  insure  obser- 
vance of  aseptic  techniques  and  to  acquaint  personnel  with  proper  methods 
before  participating  in  actual  operative  procedures. 

6.  Insures  that  operating  rooms  are  kept  scrupulously  clean. 

7.  Coordinates  operating  activities  with  those  of  other  hospital 
departments  and  medical  and  surgical  staff;  cooperates  and  participates 
in  the  selection  and  requisitioning  of  new  instruments,  supplies  and 
equipment. 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  NURSES,  SURGERY        CODE:   23UU 
(continued) 

8.  Participates  in  recommending  and  formulating  administrative  and 
personnel  policies  and  procedures  for  the  operating  room  staff. 

9,  Directs  the  preparation  and  maintenance  of  required  operating 
room  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  supplemented  by  gradua- 
tion from  an  accredited  school  of  nursing  including  major  course  work;' in 
operating  room  techniques. 

Requires  at  least  five  years  of  progressively  responsible  operating 
room  experience,  including  at  least  two  years  as  head  nurse,  surgery,  in 
which  supervisory  and  training  ability  has  been  demonstrated;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  advanced  technical  and 
working  knowledge  in:   the  field  of  general  and  surgical  nursing  theory 
and  practice;  the  methods  and  procedures  applicable  to  operating  room 
nursing,  and  the  recognized  principles  and  practices  involved  in  plan- 
ning and  directing  the  operating  room  nursing  and  auxiliary  staff. 

License :  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Director  of  Nurses 

From:   Head  Nurse,  Surgery 


CLASS  TITLE:   INSTRUCTOR  OF  NURSING  CODE:   23$0 

CHARACTERISTICS  OF  THE  CLAS3: 

Under  general  direction,  formulates  objectives  for  instruction  and 
training  of  students  for  professional  nursing  theory  and  practice  and 
aspects  of  the  nursing  art  and  science;  keeps  informed  of  current  trends 
in  nursing  education  and  nursing  service  and  the  available  educational 
sources;  prepares  educational  curriculum;  lectures  to  classes;  demon- 
strates nursing  techniques;  and  performs  re3 ated  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  instruc- 
tional and  clinical  methods  and  procedures  in  connection  with  the  instruc- 
tion and  training  of  students  or  professional  nurses;  achieving  minor 
economies  and/or  preventing  losses  through  proper  use  and  handling  of 
teaching  equipment,  instruments,  materials  and  supplies;  making  routine 
contacts  with  students,  professional  nurses,  physicians  and  occasionally 
with  representatives  of  outside  agencies;  gathering,  preparing  and  main- 
taining various  instructional  material,  student  records  and  related  re- 
ports. Nature  of  duties  requires  normal  physical  effort  and  manual  dex- 
terity with  little  or  no  accident  hazards  except  when  demonstrating  tech- 
niques or  cases  of  serious  illness  and  contagious  diseases  which  may 
include  occasional  exposure  to  several  disagreeable  elements  inherent  in 
nursing  procedures  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Assumes  responsibility  for  the  activation,  operation  and  success 
of  the  instructional  program;  communicates  and  collaborates  with  other 
local  administrators  in  nursing  education. 

2.  Formulates,  organizes  and  outlines  training  programs  for  nursing 
students;  familiarizes  self  with  philosophy,  aims,  objectives  or  nurses 
training  schools,  affiliating  schools  and  state  board  of  nurses  examiners; 
investigates  current  trends  in  nursing  education  and  nursing  services; 
investigates  various  available  educational  resources. 

3-  Prepares  instructional  program  and  curriculum  to  cover  various 
periods  and  phases  of  the  training  program  and  classes;  investigates  and 
evaluates  students'  previous  school  records;  orients  each  class  of  nurs- 
ing students  to  specifically  assigned  clinical  areas;  prepares  daily 
lesson  plans. 

h.     Gives  class  lectures  in  nursing  theory  and  demonstrates  nursing 
techniques;  assists  students  in  giving  nursing  care  to  selected  patients; 
demonstrates  nursing  care,  nursing  procedures  and  use  of  equipment;  ob- 
serves and  evaluates  return  demonstrations  of  nursing  care_  procedures  and 
use  of  equipment  by  individual  students;  keeps  records  of  student  experiences 
and  progress. 

5.  Plans  and  arranges  transportation  for  field  trips  for  nursing 
students  to  various  outside  facilities;  accompanies  students  on  field  trips 
and  supplies  meaningful  interpretation  of  objectives  and  experiences. 

6.  Participates  in  ward  staff  conferences;  attends  patient  confer- 
ences; holds  daily  conferences  with  head  nurses  and  students. 

7.  Attends  and  participates  in  faculty  and  administrative  meetings; 
attends  meetings  of  professional  nursing  organizations. 


CLASS  TITLE:   INSTRUCTOR  OF  NURSING  (continued)  CODE:   2350 

MINIMUM  QUALIFICATIONS: 

Requires  completion  of  a  four  year  college  or  university  with  a 
baccalaureate  degree,,  with  major  course  work  in  nursing  education. 

Requires  at  least  three  years  experience  as  a  registered  nurse, 
including  at  least  one  year  experience  as  an  instructor  of  nursing,  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of 
the  principles  and  techniques  in  the  field  of  basic  nursing,  including 
the  social,  preventive  and  teaching  activities  and  the  technical  and 
practical  aspects  of  teaching  methods  and  the  functions  and  activities 
of  the  various  hospital  departments. 

Requires  ability  and  skill  in  applying  and  demonstrating  nursing 
techniques. 

License:  Possession  of  a  current  valid  certificate  as  a  registered 
nurse  issued  by  the  state  of  California. 

PROMOTIVE  LINES: 

To:  Assistant  Director  of  Nursing,  Education 

From:   Head  Nurse 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  NURSING  EDUCATION      CODE:  2352 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  organizes,  administers,  directs  and 
participates  in  the  development  of  an  education  program  for  student 
nurses;  determines  objectives  and  content  of  courses  with  aid  of 
various  instructors;  coordinates  the  theoretical  and  practical  clinical 
aspects  of  the  training  program;  and  performs  related  duties  as  re- 
quired . 

Requires  major  responsibility  for;  originating,  developing, 
coordinating  and  executing  the  student  nursing  instructional  program; 
achieving  moderate  economies  and/or  preventing  moderate  losses  through 
efficient  administration  of  instruction  program  involving  use  of  related 
hospital  equipment,  facilities,  materials  and  supplies;  making  regular 
contacts  with  administrative  and  supervisory  personnel,  other  depart- 
ments or  outside  organizations  and  representatives  of  educational  insti- 
tutions for  the  purpose  of  furnishing  or  obtaining  information  relative 
to  the  instructional  program.   Nature  of  the  duties  requires  normal 
physical  effort  and  manual  dexterity  with  little  or  no  accident  or 
health  hazards  except  when  participating  in  instructional  programs  and 
demonstrating  techniques. 

EXAMPLES  OF  DUTIES: 

1.  Organizes  the  instructional  program  for  student  nurses  in 
accordance  with  state  board  standards  and  subject  to  the  approval  of  the 
state  board  of  nursing  examiners. 

2.  Evaluates  objectives  for  basic  courses  of  study  for  student 
nurses,  including  pre-registered  nurses  in  psychiatry,  obstetrics, 
pediatrics,  communicable  diseases  and  tuberculosis;  approves  curri- 
culum details  and  lesson  plans  submitted  by  various  instructors;  evalu- 
ates and  approves  instructional  activities  and  demonstrations;  interprets 
nursing  services  and  nursing  education  in  cooperation  with  directors  of 
education  in  affiliated  schools. 

3.  Receives  and  reviews  student  academic  and  physical  records; 
maintains  adequate  records  of  students'  progress;  submits  periodic  re- 
ports of  all  student  classes,  clinics,  conferences;  reviews  and  evalu- 
ates progress  of  individual  students. 

1*.  Arranges  field  trips  for  student  nurses  to  various  local 
and  state  facilities;  attends  and  participates  in  faculty  and  adminis- 
trative meetings. 

5.  Prepares  annual  budget  requirements  covering  the  nursing  school 
requirements;  submits  annual  report  covering  details  of  the  nursing 
school  activities. 

6.  Counsels  and  advises  student  nurses;  conducts  weekly  conferences 
with  instructors;  interprets  needs  and  interest  of  students  to  the  direc- 
tor of  nursing;  assists  in  planning  and  implementing  personnel  policies 
to  maintain  student  satisfaction  and  learning  incentives. 

7.  Orients  student  nurses  with  respect  to  the  hospital  policies  and 
student  affiliation  with  the  instruction  program;  observes  and  evaluates 
instructors'  and  students'  demonstrations  of  nursing  care,  procedures  and 
equipment. 


C. S3  TITLE:   ASSISTANT  DIRECTOR  OF  NURSING  EDUCATION       CODE:   2352 
( continued) 

8.   Supervises  the  preparation  and  maintenance  of  various  records 
and  statistical  reports  of  the  instructional  programs;  evaluates  stu- 
dent reading  materials  and  study  sources;  engages  in  research  for 
improvement  in  methods  and  nursing  education;  evaluates  and  revises  pro- 
grams accordingly. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  nursing  education. 

Requires  at  least  five  years  experience  as  a  registered  nurse, 
including  at  least  one  year  in  a  nursing  supervisory  capacity  and  two 
years  as  an  instructor  of  nursing,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Must  have  a  thorough  academic  and 
working  knowledge  of:   standard  nursing  techniques  and  procedures; 
methods  and  principles  of  student  nursing  education;  principles  of 
hospital  organization  and  administration,  the  state  laws  governing  the 
training  and  registration  of  nurses  and  the  curriculum  content  of 
courses. 

License:  Possession  of  valid  certificate  as  a  registered  nurse 
issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To,   Direr.T.o.  of  Nursing 

From:      Instructor  of  Nursing 


CLASS  TITLE:   DIRECTOR  OF  NURSES,  HASSLER  HEALTH  HOME        CODE:   2360 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  organizes,  directs  and  super- 
vises nursing  services  concerned  with  the  care  of  tuberculosis  patients; 
assists  in  preparation  of  the  annual  budget  for  nursing  services;  selects 
and  recommends  appointment  of  nursing  staff  and  auxiliary  personnel;  plans 
and  conducts  conferences  and  discussions  with  administrative  and  profes- 
sional nursing  staff;   coordinates  activities  of  the  various  departments; 
conducts  in-service  training  program,  and  performs  related  duties  as  re- 
quired. 

Requires  major  responsibility  for;  originating,  developing,  coordi- 
nating and  executing  nursing  service  policies;  achieving  moderate  econo- 
mies and/or  preventing  losses  through  efficient  administation  and  en- 
forcement of  proper  use  and  handling  of  hospital  equipment,  facilities, 
materials  and  supplies;  making  regular  contacts  with  other  administrative 
and  supervisory  personnel  and  professional  staff  as  well  as  with  persons 
in  outside  agencies  or  other  public  jurisdictions;  directing  the  prepara- 
tion and  review  of  all  operational,  technical,  medical  and  related  records 
and  reports.  Nature  of  duties  involves  sustained  physical  effort  and 
occasional  exposure  to  conditions  which  might  result  in  serious  illness 
hazards  and  disagreeable  elements  inherent  in  tuberculosis  hospital 
nursing  service  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  plans,  assigns  and  supervises  hospital  nursing 
services  provided  for  the  care  of  tuberculosis  patients;  determines 
kind  and  amount  of  nursing  care  required:  utilizes  and  interprets  es- 
tablished objectives  and  policies  relating  to  patient  care;  evaluates 
results. 

2.  Develops  nursing  service  organization  structure;  prepares, 
maintains  and  interprets  related  organizational  charts  and  lines  of 
authority  and  of  supervision;  assigns  responsibility  and  delegates 
authority  accordingly  in  order  to  realize  maximum  utilization  of  pro- 
fessional nursing  and  auxiliary  personnel;  provides  for  development 

and  revision  of  professional  nursing  and  auxiliary  personnel  procedures. 

3.  Analyzes  and  evaluates  overall  patient  care  program;  makes 
periodic  rounds  of  wards  and  units  to  observe  implementation  of  program. 

U.   Participates  in  staffing  program;  recruits,  interviews  and 
employs  nurses  and  auxiliary  personnel  in  conjunction  with  civil  ser- 
vice provisions;  orients  and  assigns  new  personnel;  supervises  main- 
tenance of  nursing  and  other  records. 

5.  Conducts  periodic  meetings  of  professional  staff  and  auxiliary 
employees  for  discussion  of  problems,  suggestions,  complaints,  changes 
in  procedure;  attempts  to  resolve  various  matters;  counsels  with  indi- 
vidual employees  when  necessary. 

6.  Plans,  recruits  and  implements  recreational  and  social  acti- 
vities for  the  patients;  works  with  arts  and  crafts  instructor  in  re- 
habilitation of  patients;  trains  sub-professional  nursing  staff; 
enforces  standards  of  cleanliness,  sanitation  and  sterilization. 


CLASS  TITLE:  DIRECTOR  OF  NURSES,  HASSLER  HEALTH  HOME        CODE:   2360 
(continued) 

7„  Prepares  annual  budget  for  nursing  service  needs  including 
estimates  for  adequate  personnel,  equipment,  supplies  and  physical 
facilities;  plans  nursing  services  in  accordance  with  budget  appro- 
priations and  in  cooperation  with  the  hospital  administrator;  reviews 
subsequent  expenditures  and  needs  and  makes  appropriate  recommendations.. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
nursing,  nursing  service  administration,  or  in  nursing  education. 

Requires  at  least  eight  years  of  experience  in  the  field  of  professional 
nursing,  at  least  three  years  of  which  shall  have  been  in  a  progressively 
responsible  supervisory  or  administrative  capacity  in  a  state  licensed 
hospital  or  in  a  general  hospital  operated  by  the  federal  or  state  govern- 
ment or  any  of  its  political  subdivisions,  of  300  beds  or  more,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  academic  and 
working  knowledge  of  the  responsibilities  and  problems  of  overall  hospi- 
tal nursing  organization  and  administration,  and  familiarity  with  the 
overall  hospital  policies,  regulations  and  procedures,  and  the  activities 
of  all  departments. 

Requires  professional  skill  and  ability,  resourcefulness  and  initia- 
tive to  analyze,  coordinate  and  implement  the  entire  nursing  service  and 
patient  care  program. 

License:  Possession  of  a  valid  certificate  as  a  registered  nurse 
issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:   Director  of  Nurses 

From:   Nursing  Supervisor 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  NURSES  CODE:   2368 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  planning  and  administering  the 
hospital  nursing  services  to  insure  adequate  and  competent  patient  care; 
interprets  and  administers  personnel  policies;  conducts  staff  conferences 
and  discussions  in  evaluating  departmental  policies;  analyzes  nursing  and 
auxiliary  services  to  improve  patient  care  and  obtain  maximum  utilization 
of  personnel  efforts;  participates  in  establishing  and  administering  educa- 
tional and  in-service  training  programs;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   originating,  developing,  coordi- 
nating and  executing  nursing  service  policies  and  methods  affecting  the 
various  hospital  activities;  achieving  major  economies  and/or  preventing 
major  losses  through  efficient  administration  and  enforcement  of  proper 
use,  care  and  handling  of  hospital  equipment,  facilities,  materials  and 
supplies  of  considerably  high  value;  administering  the  preparation,  re- 
view and  approval  of  forms,  records  and  reports  pertaining  to  medical, 
surgical  and  nursing  services  and  patient  care.   Nature  of  duties  requires 
moderate  physical  effort  with  some  exposure  to  health  and  illness  hazards 
and  disagreeable  elements  inherent  in  hospital  activities,  nursing  services 
and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning  and  administering  the  nursing  services  and 
patient  care  within  a  number  of  hospital  units;  determines  amount  of 
nursing  care  required;  organizes  nursing  services  according  to  needs  and 
established  standards. 

2.  Assigns  responsibility  and  delegates  authority  for  carrying  out 
the  nursing  program  and  related  activities;  observes  and  evaluates  nurs- 
ing care  and  other  work  performance;  coordinates  nursing  activities 
within  the  units  in  relation  to  the  total  nursing  service  requirements; 
makes  daily  ward  rounds  to  inspect  quality  of  services  and  patient  care. 

3.  Assists  the  director  of  nurses  in  selecting  personnel;  deter- 
mines qualifications  of  individuals  in  connection  with  unit  staffing; 
recommends  applicants  for  appointment  to  specific  positions. 

U.   Cooperates  and  participates  in  developing  personnel  training 
programs;  confers  and  counsels  with  superior  and  with  subordinate  super- 
visory personnel  in  evaluating  and  improving  services;  reviews  and  inter- 
prets duties  and  requirements  to  staff  and  employees;  assists  in  planning 
and  implementing  personnel  policies. 

5.  Assists  in  preparation  of  annual  budgetary  needs  in  endeavor- 
ing to  provide  adequate  personnel,  equipment,  supplies  and  physical 
facilities;  interprets  nursing  budgetary  provisions  to  supervisory  staff. 

6.  Attends  weekly  and  monthly  administrative  and  staff  conferences; 
attends  emergency  meetings  for  various  purposes  and  conducts  conferences 
with  hospital  educators  and  others  in  the  hospital  administration  and 
nursing  fields. 

7.  Administers  the  general  office  and  related  clerical  activities 
including  compilation  of  statistics  and  reports  and  maintenance  of  re- 
lated file. 


CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  NURSES   (Continued)     CODE:   2368 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
nursing,  nursing  service  administration  or  nursing  education. 

Requires  six  years  of  experience  in  the  field  of  professional  nursing, 
at  least  three  years  of  which  shall  have  been  in  a  progressively  respon- 
sible supervisory  capacity  in  a  state  licensed  hospital  or  in  a  general 
hospital  operated  by  the  federal  government  or  any  of  its  political  sub- 
divisions, of  5>00  beds  or  more;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  academic 
and  working  knowledge  of:  general  nursing  theory  and  practice,  hospital 
organization,  administration;  functions  and  activities  of  the  various 
departments;  current  developments  in  the  nursing  field. 

Requires  exceptional  skill  and  ability  in  the  application  of  recog- 
nized good  principles  and  practices  of  personnel  and  hospital  administra- 
tion; to  assign,  supervise  and  evaluate  staff  employee  work  performance 
to  assure  maximum  nursing  service  and  patient  care. 

License:  Requires  possession  of  valid  certificate  as  a  registered 
nurse  issued  by  the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

To:  Director  of  Nurses 

From:   Nursing  Supervisor 

Original  entrance  examination 


CLASS  TITLE:   DIRECTOR  OF  NURSES  CODE:   2370 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  organizes,  directs  and 
supervises  all  the  nursing  services  concerned  with  the  care  of  hospital 
patients;  assists  in  the  preparation  of  the  annual  budget  for  nursing 
services;  selects  and  recommends  appointment  of  nursing  staff  and 
auxiliary  personnel;  plans  and  conducts  conferences  and  discussions  with 
administrative  and  professional  nursing  staff;  coordinates  activities 
of  the  various  departments;  administers  the  student  nursing  school 
program;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  developing,  coor- 
dinating and  executing  nursing  services,  policies  and  methods  affecting 
all  hospital  activities;  achieving  widespread  economies  and/or  prevent- 
ing widespread  losses  through  over-all  administration  and  enforcement 
of  proper  use  and  handling  of  hospital  equipment,  facilities,  materials 
and  supplies  of  considerably  large  quantity  and  high  value;  making 
regular  contacts  with  other  administrative  and  supervisory  personnel 
and  professional  staff  as  well  as  with  persons  in  outside  agencies  or 
other  public  jurisdictions;  directing  the  preparation,  review  and  appro- 
val of  all  operational,  technical,  medical  and  related  records  and 
reports.   Nature  of  duties  involves  moderate  physical  effort  with 
occasional  exposure  to  health  and  illness  hazards  and  disagreeable  ele- 
ments inherent  in  hospital  nursing  services  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  plans,  assigns  and  supervises  all  the  nursing  ser- 
vices for  the  care  of  hospital  patients;  determines  kind  and  amount 

of  nursing  care  required;  utilizes  and  interprets  established  objec- 
tives and  policies  relating  to  patient  care;  evaluates  results. 

2.  Develops  nursing  service  organization  structure;  prepares, 
maintains  and  interprets  related  organizational  charts  and  lines  of 
authority  and  of  supervision;  assigns  responsibility  and  delegates 
authority  accordingly  in  order  to  realize  maximum  utilization  of 
professional  nursing  and  auxiliary  personnel  procedures. 

3.  Analyzes  and  evaluates  overall  patient  care  program;  makes 
periodic  rounds  of  wards  and  units  to  observe  implementation  of  program. 

k-  Participates  in  staffing  program;  recruits,  interviews  and 
employs  nurses  and  auxiliary  personnel  in  accord  with  civil  service 
provisions;  orients  and  assigns  new  personnel. 

5.  Conducts  periodic  meetings  of  professional  staff  and  auxiliary 
employees  for  discussion  of  problems,  suggestions,  complaints  and 
changes  in  procedure:  attend.-  to  resolve  various  matters;  counsels 
with  individual  employees  wnen  necessary. 

6.  Analyzes  and  evaluates  effectiveness  of  existing  physical 
facilities  and  environment;  plans  and  recommends  improvements  of 
facilities,  quarters  and  equipment  as  may  be  indicated;  enforces 
standards  of  cleanliness,  sanitation  and  sterilization. 

7.  Prepares  annual  budget  for  nursing  service  needs,  including 
estimates  for  adequate  personnel,  equipment,  supplies  and  physical 
facilities;  plans  nursing  services  in  accordance  with  budget  appro- 
priations and  in  cooperation  with  the  hospital  administrator;  reviews 
subsequent  expenditures  and  needs  and  makes  appropriate  recommendations. 


CLASS  TITLE:  DIRECTOR  OF  NURSES   (Continued)  CODE:   2370 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
nursing,  nursing  service  administration  or  in  nursing  education. 

Requires  at  least  ten  years  of  experience  in  the  field  of  professional 
nursing,  at  least  five  years  of  which  shall  have  been  in  a  progressively 
responsible  supervisory  or  administrative  capacity  in  a  state  licensed 
hospital  or  a  general  hospital  operated  by  the  federal  or  state  govern- 
ment or  any  of  its  political  subdivisions,  having  a  capacity  of  500  beds 
or  more;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  an  exceptionally  thorough 
academic  and  working  knowledge  of:  the  responsibilities  and  problems  of 
overall  hospital  nursing  organization  and  administration;  a  student 
nursing  instruction  program;  hospital  policies,  regulations  and  pro- 
cedures. 

Requires  outstanding  skill  and  ability  in  the  application  of  recog- 
nized good  principles  and  practices  of  personnel  and  hospital  administra- 
tion; in  the  direction  and  evaluation  of  staff  work  performance  to  assure 
maximum  nursing  service  and  patient  care. 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  State  Board  of  Nursing  Examiners. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion. 

From:   Asst.  Director  of  Nurses 

Assistant  Director  of  Nurses,  Surgery 
Assistant  Director  of  Nursing  Education 
Director  of  Nurses,  Hassler  Health  Home 


CLASS  TITLE:  LABORATORY  HELPER  CODE:   21*02 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  variety  of  simple,  routine, 
non-professional  laboratory  duties,  such  as  cleaning  and  preparing 
glassware  and  equipment;  preparing  simple  solutions  and  assisting  in 
setting  up  test  equipment;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures;  preventing  moderate  losses  through  the  efficient  handling 
and  safeguarding  of  equipment,  materials  and  supplies;  making  regular 
personal  contacts  with  other  than  coworkers;  keeping  routine  records. 
Work  area  may  be  somewhat  disagreeable  and  may  include  exposure  to  minor 
accident  or  health  hazards. 

EXAMPLES  OF  DUTIES: 

1.  Washes  and  dries  glassware  in  chemistry  laboratory,  using  deter- 
gents, rinsing  acid  solutions  and  distilled  water;  dries  equipment  and 
stores  in  proper  place  according  to  type,  volume  and  intended  use. 

2.  Pipettes  small  amount  of  reagents  into  test  tubes  for  specific 
purposes;  makes  up  percentage  reagents  for  chemical  laboratory  according 
to  established  procedures  and  purposes. 

3.  Prepares  filtrate  setups  in  conjunction  with  blood  transmissions; 
measures  reagents  into  flasks,  prepares  funnels,  tubes  and  filter  paper 
setup;  and  arranges  laboratory  glassware  and  reagents  in  proper  sequence. 

h.     May  work  in  a  bacteriological  laboratory  and  assist  with  clean- 
ing operations,  supplying  necessary  chemicals,  test  tubes,  bottles  and 
supplies,  sterilizes  all  bacteriological  specimens  and  glassware. 

f>.  Assists  in  preparing  bacteriological  cultures  for  use  by  tech- 
nicians; uses  analytical  balance;  dispenses  media  into  bottles;  prepares 
periodical  pipettes  and  other  test  equipment. 

6.  Sterilizes  needles,  syringes  and  instruments  used  by  technicians; 
may  perform  related  miscellaneous  duties  such  as  keeping  solution  bottles 
filled,  required  supplies  on  hand  and  preparing  labels  for  accurate  and 
specific  designations  of  solutions. 

7.  May  keep  simple  records  of  tests  and  work  performed,  as  directed 
by  laboratory  technicians. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented  by  one  year  of  experience  in  performing  the  duties  of  a  laboratory 
helper  as  described  above,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
special  care  and  handling  of  laboratory  glassware;  methods  and  procedures 
used  in  thorough  cleaning  and  sterilizing  of  laboratory  equipment; 
correct  procedures  used  in  making  up  simple  chemical  reagents  and  media. 

Requires:   elementary  skill  and  ability  to:  make  simple  calcula- 
tions; make  and  keep  simple  records  and  reports;  follow  written  and  oral 
instructions;  get  along  well  with  others. 


CLASS  TITLE:      LABORATORY  HELPER      (continued)  CODE:      21+02 

PROMOTIVE-  LINES: 

To:      Senior  Pharmacy  Helper 

From:     Original  entrance  examination 
Porter 


CLASS  TITLE:   PHARMACY  HELPER  CODE:   2l;06 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  number  of  simple,  routine 
non-professional  tasks  in  an  institution  pharmacy  in  connection  with  the 
filling  of  drug  orders;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures;  achieving  moderate  economies  and/or  preventing  moderate 
losses  through  the  careful  handling  and  safeguarding  of  pharmacy  equip- 
ment, materials  and  supplies;  making  limited  personal  contacts  with 
patients  and  other  members  of  the  staff;  keeping  simple  records.  Work 
involves  occasional  exposure  to  health  and  accident  hazards  and  disa- 
greeable elements. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  various  simple  solutions  such  as  mouthwashes,  salt 
Ions,  and  others;  fills  bottle  containers  and  places  in  stock. 

2.  Fills  small  containers  of  non-prescription  drugs  from  bulk 
cortainers. 

3.  Washes  bottles,  jugs  and  other  containers. 

h»     Unpacks  cases  and  other  containers  of  non-prescription  drugs 
and  stores  same. 

5.  Fills  drug  orders  for  many  non-prescription  items  carried  in  a 
pharmacy,  from  written  or  oral  orders. 

6.  Picks  up  empty  metal  drug  boxes;  delivers  filled  containers  to 
those  ordering  drugs  and  pharmacy  materials  and  supplies. 

7.  Keeps  the  pharmacy  in  clean  and  orderly  condition. 

8.  May  perform  the  duties  of  a  porter  or  messenger;  and  performs 
related  and  miscellaneous  tasks,  as  required  or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  one  year  of  experience  in  performing  the  duties  of  a 
porter,  shipping  and/or  receiving  clerk,  stock  boy  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  working  knowl- 
edge of  stockroom  duties  and  procedures. 

Requires  ability  to:   follow  oral  and  written  instructions  and 
directions;  get  along  well  with  others;  stoop,  reach,  lift  and  carry. 

PROMOTIVE  LINES: 

To:  Senior  Pharmacy  Helper 

From:  Original  entrance  examination 
Porter 


CLASS  TITLE:  SENIOR  PHARMACY  HELPER  CODE:   2h08 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  the  duties  of  a  pharmacy  helper  in  the 
simple,  non-professional  tasks  involved  in  filling  drug  orders  in  an 
institution  pharmacy;  in  addition,  directs  the  work  of  a  small  crew  of 
pharmacy  helpers  in  performing  such  duties;  and  performs  related  duties 
as  required. 

Requires  responsibility  for  carrying  out  and  explaining  existing 
methods  and  procedures;  achieving  moderate  economies  and/or  preventing 
moderate  losses  through  the  enforcing  of  careful  handling  and  safe- 
guarding of  pharmacy  equipment,  materials  and  supplies;  making  limited 
personal  contacts  with  patients  and  other  members  of  the  staff;  keeping 
and  checking  routine  records  and  reports.  Work  involves  occasional 
exposure  to  health  and  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  pharmacy  helpers  and/or  participates  in 
the  filling  of  requisitions  for  drugs  and  medical  supplies  for  all  wards 
throughout  a  hospital, 

2.  Supervises  and  participates  in  the  preparation  of  various  solu- 
tions such  as  liquid  soaps,  rubbing  solutions,  mouth  washes  and  other 
simple  compounds. 

3.  Supervises  and  participates  in  the  filling  of  orders  for  drugs, 
sutures,  tubing,  catheters,  glassware  and  other  items  carried  in  the 
pharmacy  storeroom. 

h.     Receives  deliveries  from  main  storeroom;  inspects,  counts  and 
segregates  supplies  received  from  various  vendors. 

5.  Assigns  and  checks  work  of  a  number  of  pharmacy  helpers  such 
as  collecting  drug  b  xes  from  wards,  selecting  items  and  filling  orders 
as  directed  by  the  pharmacist,  delivering  orders  to  wards. 

6.  Supervises  and  participates  in  keeping  the  pharmacy  in  a  clean 
and  orderly  condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
upplemented  q/-   two  years  of  experience  in  performing  the  duties  of  a 
pharmacy  helper.,,  shipping  and/or  receiving  clerk,  stock  boy,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge  of 
pharmacy  stockroom  items  and  procedures. 

Requires  ability  to  follow  oral  and  written  instructions  and  direc- 
tions; issue  directions  effectively  to  others;  prepare  and  check  simple 
records  and  reports;  judge  adequacy  of  employee  work  performance;  get 
along  well  with  others;  stoop,  lift  and  carry. 


CLASS  TITLE:  SENIOR  PHARMACY  HELPER  (continued)  CODE:   2i|08 

PROMOTIVE  LIMES: 

To :  Porter  Foreman 

From:  Pharmacy  Helper 

Laboratory  Helper 


CLASS  TITLE:  SCHOOL  LABORATORY  ASSISTANT  CODE:   21*12 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  work  in  connection  with  the 
preparation  and  maintenance  of  laboratory  equipment  and  supplies  in  a 
bio-chemistry  laboratory  at  a  high  schoolj  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out  instructions;  assisting 
in  the  prevention  of  damage  or  loss  of  laboratory  equipment;  frequent 
contact  with  teachers  and  students. 

EXAMPLES  OF  DUTIES: 

1.  Prepares,  assembles,  sets  up  and  distributes  laboratory 
apparatus,  equipment,  audio-visual  aids,  materials  and  reagents  for 
bio-chemistry  classes  and  laboratory  experiments;  attends  laboratory 
when  in  use  and  assists  the  teacher  as  needed;  safeguards  all  laboratory 
supplies  and  equipment  against  breakage,  spoilage  or  theft;  may  organize 
and  instruct  a  student  volunteer  group  to  assist  him  in  carrying  out  his 
duties. 

2.  Stores,  maintains  and  makes  minor  repairs  to  laboratory  equip- 
ment; constructs  simple  laboratory  apparatus  when  needed;  receives  and 
checks  laboratory  supplies  as  they  arrive. 

3.  Maintains  an  inventory  of  laboratory  supplies;  types  reports 
for  teachers;  prepares  stencils  and  mimeograph  material  used  in  science 
classes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
including  at  least  two  laboratory  courses  in  chemistry. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of: 
laboratory  techniques  as  used  in  high  school  chemistry  classes; 
chemistry  terminology;  use  of  laboratory  equipment. 

Requires  ability  to:   follow  oral  and  written  instructions; 
supervise  student  laboratory  assistants;  use  the  typewriter;  perform 
simple  clerical  tasks. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:  BACTERIOLOGICAL  LABORATORY  ASSISTANT  CODE:   2U16 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  professional  laboratory  personnel  in  the 
preparation  of  laboratory  equipment  and  supplies;  and  performs  related 
duties  as  required. 

Requires  responsibility  for-  performing  duties  according  to  detailed 
instructions  and  established  procedures;  achieving  minor  economies  in  the 
efficient  use  and  care  of  laboratory  equipment  and  in  the  preparation  of 
laboratory  supplies;  maintenance  of  simple  records. 

EXAMPLES  OF  DUTIES: 

1.  prepares  various  chemical  solutions,  stains  or  dyes  for  use  in 
the  laboratory;  prepares  various  types  of  media  such  as  agar,  lactose 
media,  or  blood  serum  media  for  cultivation  of  bacteria;  prepares  and 
stains  smears. 

2.  Sterilizes  laboratory  equipment,  packs  and  corks  wasserman  tubes 
for  blood  tests;  numbers  or  otherwise  codes  serology  tubes  received  from 
clinics  or  other  agencies;  prepares  various  tubes,  dishes,  bottles,  pipettes, 
and  other  laboratory  equipment  for  use  in  laboratory  tests;  prepares  and 
sorts  various  forms  used  for  recording  test  results. 

3.  Fills  bottles  used  for  serology  with  solutions;  sets  bottles  in 
racks  and  weighs  out  salt  water  for  solutions;  cuts  gauze  and  paper; 
checks,  wraps  and  sterilizes  pipettes,  spoons  and  other  equipment;  pre- 
pares various  sample  bottles  for  use  at  hospitals  or  other  institutions. 

h.   Performs  various  clerical  duties  in  connection  with  the  record- 
isngand  reporting  of  test  results;  takes  inventory  of  laboratory  equipment 
and  supplies;  provides  professional  laboratory  personnel  with  supplies 
and  equipment. 

5.  When  assigned  to  the  water  purification  division:  collects  water 
samples  from  reservoirs,  tanks,  mains  and  faucets;  delivers  samples  to 
chemical  laboratory  or  to  various  governmental  laboratories;  washes  and/or 
sterilizes  bottles,  beakers,  flasks,  test  tubes  and  other  laboratory 
equipment;  performs  simple  standard  chemical  tests  on  water  while  in 

the  field. 

6.  Prepares  media  and  reagents  for  bacteriological  laboratory  tests 
of  water;  sets  up  laboratory  supplies  and  equipment  as  required. 

7.  Assists  microbiologists  with  sanitary  control 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  one  year  of  college  or  university  education,  which  has 
included  at  least  two  laboratory  courses  in  chemistry,  physics  or  biology. 

Requires  six  months  of  experience  in  the  performance  of  the  duties 
of  a  laboratory  helper;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  general  knowledge 
of:   the  names,  uses  and  care  of  common  laboratory  equipment  and  sup- 
plies; laboratory  methods,  including  the  preparation  of  common  media, 
reagents  and  other  solutions. 


CLASS  TITLE:   BACTERIOLOGICAL  LABORATORY  ASSISTANT  CODE:   21*16 

(Continued) 

Requires  ability  to:   follow  detailed  oral  and  written  instructions; 
cooperate  with  others  in  the  performance  of  duties;  keep  simple  records 
and  make  accurate  reports. 

License;  Requires  possession  of  a  certificate  from  calif ornia  depart- 
ment of  agriculture,  division  of  animal  industry,  bureau  of  dairy  services 
for  public  health  department  employes. 

PROMOTIVE  LINES: 

To:   Tissue  Technician 

From:  Original  entrance  examination 


CUSS  TITLE:   TISSUE  TECHNICIAN  CODE:   2U20 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  specialized  laboratory  techniques 
in  preparing  human  tissue  specimens  for  pathological  examination  in  order 
to  provide  data  on  the  functioning  of  tissues  and  organs  relative  to  the 
cause  and  progress  of  diseases;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods  and 
procedures;  achieving  minor  economies  and/or  preventing  minor  losses  through 
careful  use  and  handling  of  related  equipment;  making  routine  personal 
contacts  with  other  employees;  preparing  and  maintaining  related  technical 
records.   Nature  of  work  involves  some  exposure  to  minor  cuts,  abrasions 
and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Receives  specimens  of  human  tissues  from  pathologists;  prepares 
samples  for  tests;  places  in  technicon  for  processing. 

2.  Imbeds  tissue  in  wax  blocks;  mounts  each  block  separately  in 
microtime  clamps;  slices  block  tissue  as  required;  floats  sliced  tissue 
in  water  bath  and  mounts  on  microscopic  slides. 

3.  Prepares  routine  and  special  stains  as  instructed  by  pathologist; 
stains  tissue  sections;  labels  slides  and  submits  to  pathologist  for  inter- 
pretation; files  completed  slides. 

U.   May  prepare  exfoliated  human  cells  on  slides  for  fixing;  prepares 
special  stains  required  in  cytology;  processes  slides  through  a  number  of 
different  solutions  and  special  stains;  cover-slips  and  labels  each  slide 
for  identification;  screens  each  slide  under  microscope  for  diagnosis  for 
malignancy;  marks  each  abnormal  cell  on  slide;  gives  slides  to  pathologist 
for  diagnosis;  files  completed  slides. 

5.  May  perform  related  clerical  work,  including  coding  of  autopsy 
and  surgical  diagnoses;  files  all  diagnoses  with  respective  patient's 
history  cards;  keeps  autopsy  and  surgical  diagnoses  books;  requisitions 
supplies  for  pathological  laboratory;  cleans  and  services  laboratory  equip- 
ment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of 
college  or  university  education,  with  major  course  work  in  chemistry  and 
zoology. 

Requires  at  least  two  years  of  practical  experience  in  tissue  tech- 
nician work  in  a  laboratory  approved  by  the  American  Society  of  Clinical 
Pathologists;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   TISSUE  TECHNICIAN  (continued)  CODE:   21*20 

Knowledge,  Abilities  and  Skills:  Requires  thorough  technical  and 
working  knowledge  of  the:  methods  and  procedures  for  fixing,  cutting  and 
imbedding  human  tissue  sections;  techniques  of  staining,  mounting  and 
microscopic  examination  of  tissue  slides;  related  medical  terminology- 
involved  . 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   X-RAY  LABORATORY  AIDE  CODE:   2U2U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  number  of  duties  in  assist- 
ing with  the  taking  and  processing  of  X-ray  films;  assists  in  transport- 
ing, handling  and  positioning  patients j  assists  physician  or  X-ray 
technician  during  examinations ;  works  Lin  dark  room,  developing  and 
processing  exposed  film;  keeps  related  files  and  records;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:   following  established 
instructions,  methods  and  procedures;  achieving  minor  economies  and/or 
preventing  minor  losses  through  proper  handling  of  equipment,  materials 
and  supplies,  and  processing  of  X-ray  films;  making  routine  contacts 
with  other  employees  and  individual  patients;  keeping  routine  records 
of  patients'  X-rays,  Nature  of  work  involves  some  exposure  to  illness 
or  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  duties  in  assisting  with  taking  X-ray 
pictures  and  processing  X-ray  films;  dispatches  orderlies  for  patients 
designated  for  X-ray  examination  by  attending  physicians;  helps  with 
patients  when  needed;  assists  in  placing  patients  on  table  and  helps 
X-ray  technician  in  positioning  seriously  ill  patients. 

2.  Assists  physician  and  patient  with  fluoroscopic  examinations; 
mixes  barium  solutions  for  special  examinations;  cleans  equipment  and 
facilities  after  completion  of  examination. 

3.  Works  in  dark  room;  fills  developing  tanks  with  solutions  and 
wash  waters;  takes  temperature  of  solutions;  opens  film  packs  and 
places  them  on  hangers  in  developer  for  the  proper  time;  transfers  to 
washing  baths  and  fixing  solutions;  removes  film  on  hangers  for  drying 
process. 

U.  Sorts  film  in  drying  room;  may  sort  out  wet  film  for  emergency 
readings  by  physicians,  when  required;  prepares  dry  film  for  subsequent 
indexing  and  filing. 

5.  Keeps  log  of  all  patients  and  X-ray  data;  may  perform  other 
related  and  miscellaneous  duties  as  required,  including  taking  and 
processing  70  MM  (mini-films) . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  three  months  of  special  training  or  experience  in 
hospital  X-ray  procedures  and'related  film  processing  operations  in 
dark  room  and  drying  room;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  and  ability 
sufficient  to  follow  specific  instructions  and  directions  in  assisting 
X-ray  technicians  and  in  the  laboratory  processing  of  X-ray  films. 


CLASS  TITLE:   X-RAY  LABORATORY  AIDE   (continued)  CODE:   21^21; 

Requires  skill  in  accurately  identifying,  indexing  and  filing 
individual  patient's  films. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:     X-RAY  TECHNICIAN  :?U26 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,   takes  X-ray  photographs  of  various  parts  of  the 
human  anatomy  to  assist  medical  officers  in  diagnosis  of  dlseaaes  and 
injuries;   maintains  records  of  X-rays  taken j   and  performs  related  duties 
as  required. 

Requires  normal  responsibility  for:     following  established  X-ray 
methods,   techniques  and  procedures;   achieving  some  economies  and/or 
preventing  some  losses  through  efficient  handling  of  equipment,   materials 
and  supplies;  making  routine  contacts  with  physicians,    surgeons,   other 
employees  and  individual  patients;   keeping  routine  records  and  reports 
of  X-rays  for  subsequent  diagnostic  or  reference  purposes.     Nature  of 
duties  involves  some  exposure  to  accident  and  health  hazards  and 
disagreeable  elements,   especially  in  X-ray  laboratory  procedures. 

EXAMPLES  OF  DUTIES: 

la     Takes  X-ray  films  of  various  types;   positions  patients  as 
required  and  makes  X-ray  exposures. 

2.  Selects  correct  size  of  film,   labels  each  film  for  subsequent 
filing  and  identification. 

3.  Takes  portable  radiographs  throughout  the  hospital  when 
patients  cannot  be  brought  to  X-ray  department. 

li.      Processes  or  assists  in  laboratory  processing  of  all  X-rays 
taken;  may  assist  in  drying  room  operations  as  time  permits. 

5.  Maintains  supplies  of  X-ray  films  and  X-ray  laboratory 
materials  and  supplies;    requisitions  replenishments  as  necessary. 

6.  May  assist  in  keeping  X-ray  room  in  clean  and  working  order, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:      Requires  completion  of  high  school, 
supplemented  by  completion  of  an  approved  course  in  X-ray  photography 
and  techniques. 

Requires  two  years  of  X-ray  technician  experience  under  the 
direction  of  a  radiologist  certified  by  the  american  board  of  radi- 
ology.    Completion  of  a  course  of  training  as  an  X-ray  technician  of 
not  less  than  one  year's  duration  in  an  acceptable  X-ray  training 
institution  may  be  substituted  for  the  above  experience. 

Knowledge,   Abilities  and  Skills:      Requires  good  working  knowledge 
of  the  techniques  of  X-ray  photography  and  related  procedures. 

Requires  skill  and  ability  to  effectively  carry  out  oral  and 
written  instructions  and  X-ray  procedures. 

icense:     Requires  registration  with  the  american  regis tr; 
X-ray  technicians  to  practice  as  an  X-ray  technician. 

PROMOTIVE  LINES: 

Fo:      Senior  X-ray  Technician 

rom:     Original  entrance  examination 


CLASS  TITLE:   SENIOR  X-RAY  TECHNICIAN  CODE:   2U28 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  a  number  of  X-ray  technicians 
and  auxiliary  personnel  in  the  radiology  division;  and/or  performs  dif- 
ficult and  complex  X-ray  technician  work;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforc- 
ing existing  X-ray  policies,  methods  and  procedures;  achieving  moderate 
economies  and/or  preventing  moderate  losses  through  enforcing  the  proper 
handling  of  equipment,  materials  and  supplies;  making  routine  contacts 
with  employees,  physicians,  nursing  personnel,  and  attending  physicians; 
gathering,  checking  and  reviewing  detailed  records  pertaining  to  X-ray, 
laboratory  and  related  operations.  Nature  of  work  involves  some  exposure 
to  accident  and  health  hazards,  disagreeable  elements,  especially  in  X-ray 
laboratory  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  X-ray  technicians  and  auxiliary  personnel  in  perform- 
ing X-ray  photography  and  laboratory  duties;  prepares  work  schedules; 
assures  that  technicians  take  accurate  and  correct  views  of  the  areas  on 
individual  patients  as  prescribed  and  indicated  by  the  radiologist  in 
order  that  completed  films  will  properly  depict  symptoms  and  permit  cor- 
rect interpretation  and  diagnosis. 

2.  Performs  difficult  and  complex  X-ray  work  in  positioning  patients, 
making  X-ray  exposures  and  developing  film. 

3.  Assures  that  all  patients  assigned  for  X-rays  by  attending 
physicians  are  X-rayed  as  soon  as  possible;  cooperates  and  coordinates 
with  various  wards  in  scheduling  patients  for  X-ray  examination. 

h.  Scrts  and  inspects  X-rays  that  have  been  taken  of  each  individ- 
ual patient;  maintains  record  of  number  of  X-rays  taken. 

5„  Requisitions  X-rays  films,  equipment,  supplies  and  chemicals  to 
replenish  stocks  on  hand,  as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  completion  of  an  approved  course  in  X-ray  photography  and 
techniques. 

Requires  three  years  of  X-ray  technician  experience  under  the  dir- 
ection of  a  radiologist  certified  by  the  american  board  of  radiology. 
Completion  of  a  course  of  training  as  an  X-ray  technician  of  not  less 
than  one  year's  duration  in  an  acceptable  X-ray  training  institution 
may  be  substituted  for  two  years  of  the  above  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  theoretical 
and  working  knowledge  of  the  techniques  of  X-ray  photography  and  related 
procedures. 

Requires  exceptional  skill  and  ability  to:   effectively  carry  out 
oral  and  written  instructions  and  X-ray  procedures;  plan,  organize, 
assign,  supervise  and  inspect  the  work  of  subordinates. 


CLASS  TITLE:   SENIOR  X-RAY  TECHNICIAN  (Continued)  CODE:   2h28 

License:  Requires  registration  with  the  American  registry  of  X-ray 
technicians  to  practice  as  an  X-ray  technician. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:   X-ray  Technician 


CUSS  TITLE:   ELECTROCARDIOGRAPH  TECHNICIAN  CODE:   2lt32 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  electrocardiograph  equipment  to  record 
electromotive  variations  in  the  actions  of  heart  muscles;  records  graph 
of  wave  tracings  for  use  in  diagnosis  of  heart  ailments;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures;  achieving  some  economies  and/or  preventing  some  losses 
through  the  proper  handling  of  equipment,  materials  and  supplies;  mak- 
ing regular  contacts  with  other  employees  and  with  individual  patients; 
compiling  and  maintaining  specialized  technical  records. 

EXAMPLES  OF  DUTIES: 

1.  Operates  an  electrocardiograph  machine  in  taking  electrocardio- 
grams of  patients  on  all  wards,  as  directed  by  attending  physicians. 

2.  Reviews  and  edits  each  electrocardiogram;  cuts  and  mounts 
duplicate  copies;  prepares  records  of  each  patients  together  with  related 
data;  codes  and  files  copies  for  official  records. 

3.  May  also  operate  a  basal  metabolism  machine;  tests  machine  for 
oxygen  leaks;  prepares  patient  for  test;  administers  test;  computes 
results  and  compares  with  data  taken  from  the  physician; s  requisitions; 
disassembles  machine,  sterilizes  mouth  piece  and  nose  clips. 

h.        May  take  phonocardiograms;  may  take  vectorcardiograms  by  photo- 
graphing oscilloscope  vector  pattern  and  developing  and  mounting  the  films. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  high  school,  sup- 
plemented by  at  least  two  years  of  training  and  experience  in  hospital 
electrocardiograph  techniques;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of  electrocardiograph  and  other  similar  equipment. 

Requires  skill  and  ability  to:  take  electrocardiogram  on  own  ini- 
tiative; have  confidence  and  reliability  in  approaching  and  reassuring 
patients. 

PROMOTIVE  LINES: 

To:   Senior  Electrocardiograph  Technician 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  ELECTROCARDIOGRAPH  TECHNICIAN        CODE:   2U3l 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  work  of  several  electrocard- 
iograph technicians  and  other  laboratory  and  clerical  assistants  in 
operating  electrocardiograph  equipment  to  record  varieties  in  the  action 
of  the  heart  muscles  for  use  in  diagnosis  of  heart  ailments;  personally 
participates  in  making  electrocardiograph  recordings;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforc- 
ing existing  procedures  and  methods  in  operating  electrocardiograph  equip- 
ment; achieving  moderate  economies  and/or  preventing  moderate  losses 
through  enforcing  proper  and  efficient  handling  of  equipment,  materials 
and  supplies;  making  regular  contacts  with  physicians,  nurses,  employees 
and  individual  patients;  preparing,  checking  and  reviewing  important 
technical  records  pertaining  to  electrocardiograph  recordings  and  related 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  several  electrocardiograph  technicians  and  auxiliary 
laboratory  and  clerical  personnel;  personally  participates  in  performing 
electrocardiograph  technician  duties;  interprets  procedures  in  accordance 
with  the  advice  of  physicians. 

2.  Edits  each  electrocardiagrom;  notifies  physician  promptly  in 
cases  of  evidence  of  urgent  necessity  as  evidenced  by  results  of  test 
recordings. 

3.  Supervises  and  participates  in  cutting  recorded  tracings  into 
small  sections;  pastes  or  staples  sections  to  special  record  for  each 
patient  tested  and  completes  forms  with  proper  identifications  and  other 
pertinent  information  for  filing  and  future  reference. 

U.   Supervises  the  maintenance  and  repair  of  electrocardiograph 
equipment  and  electronic  equipment  in  the  laboratory;  replenishes  supplies 
of  tracing  paper  and  ink,  as  necessary. 

5.   May  operate  basal  metabolisim  machine,  take  phonocardiograms  and 
vectorcardiograms. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  high  school,  sup- 
plemented by  at  least  three  years  of  experience  in  hospital  electrocardio- 
graph techniques;  or  an  equivalent  combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:   Requires  a  thorough  working  know- 
ledge  of:  electrocardiograph  and  other  similar  equipment. 

.Requires  skill  and  ability  to  make  electrocardiagrams  on  own  initia- 
tive and  to  supervise  other  technicians  in  performing  similar  duties. 

PROMOTIVE  LINES: 

To:   No  Normal  Lines  of  Promotion 

From:   Electrocardiograph.  Technician 


CLASS  TITLE:   ELECTROENCEPHALOGRAPH  TECHNICIAN  CODE:   2U36 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  electroencephalograph  equipment 
to  record  impulse  frequencies  and  differences  in  electrical  potential 
between  various  areas  of  the  brain  to  obtain  data  for  use  in  diagnosis 
of  brain  disorders;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  in  the  handling  and  use  of  electroencephalograph  equipment; 
achieving  some  economies  and/or  preventing  some  losses  through  the  proper 
handling  of  equipment,  materials  and  supplies;  making  regular  contacts 
with  other  employees  and  with  individual  patients;  compiling  and  maintain- 
ing specialized  technical  records,,  Nature  of  work  may  be  somewhat  hazard- 
ous as  it  involves  contact  with  mentally  disturbed  patients. 

EXAMPLES  OF  DUTIES: 

1.  Makes  appointments  with  patients  pursuant  to  medical  staff  requi- 
sitions; interviews  patients  for  non-medical  information;  attempts  to 
reassure  disturbed  patients, 

2.  Operates  an  electroencephalograph  machine  in  making  electroen- 
cephalograms of  patients  as  directed  by  medical  staff. 

3.  Reviews  and  edits  each  electroencephalogram,  rules  out  all  arti- 
facts; may  mark  sections  of  the  electroencephalogram  for  study  by  the 
medical  staff;  cuts  electroencephalogram  record  for  filing. 

h.   Sets  up  and  maintains  all  files  and  records  relevant  to  electro- 
encephalograph laboratory;  types  relevant  letters  and  reports. 

5.  May  make  simple  repairs  and  adjustments  to  electroencephalograph 
machine;  calls  attention  to  superiors  regarding  the  need  for  major  repairs; 
orders  supplies  and  materials  for  the  laboratory. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  high  school, 
supplemented  by  at  least  six  months  of  training  and  experience  in  the 
operation  and  handling  of  hospital  electroencephalograph  equipment;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge 
of  the  operation  and  handling  cf  electroencephalograph  equipment. 

Requires  skill  and  ability  to:  distinguish  curve  characteristics 
caused  by  brain  disorders  and  recognize  and  eliminate  from  considera- 
tion all  artifacts;  deal  politely  and  cheerfully  with  patients. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

Fromt  Original  entrance  examination, 


CLASS  TITLE:   BLOOD  BANK  TECHNICIAN  CODE:   2^38 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  technical  duties  and  tests  in  connection 
with  the  operation  of  a  blood  bank  and  laboratory;  assists  in  the  prep- 
aration and  sterilization  of  equipment,  instruments  and  solutions;  and 
performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods, 
procedures  and  techniques;  achieving  some  economies  and/or  preventing 
some  losses  through  proper  handling  of  equipment,  materials  and  supplies; 
making  contacts  with  the  general  public  and  employees,  physicians  and 
nurses.   Duties  involve  exposure  to  minor  cuts  and  abrasions  and  some 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Takes  history  of  blood  donors  and  determines  eligibility  for 
donating  blood;  makes  vena  punctures;  drains  blood;  takes  donor's  blood 
pressure  and  temperature. 

2.  Performs  blood  compatibility  tests  in  matching  pilot  tubes  with 
patients'  specimens;   conducts  blood  typing  and  RH  tests  on  patients' 
specimens. 

3.  Receives,  labels  and  records  requests  for  blood  transfusion; 
dispenses  blood  and  plasma  (dried  or  frozen)  to  physicians  or  surgical 
nurses;  labels  pilot  tubes  and  bottles  of  blood  from  donors. 

U.   Orders  blood  and  plasma,  labels  and  records  type  and  RH-blood 
from  blood  bank;  prepares  records  of  cross-matching  blood  and  donor's 
blood. 

5.   Discusses  problems  with  superior  and  others  concerning  ordering 
and  replacing  blood  dispensed  to  patients;  makes  appointment  for  individual 
donors. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
bacteriology,  biochemistry,  or  related  fields. 

Requires  at  least  two  years  of  experience  in  a  recognized  laboratory 
engaged  in  hematology,  serology  and  bacteriology;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  the  application  of  initia- 
tive knowledge  of  clinical  laboratory  techniques  as  applied  to  the  operation 
of  a  blood  bank  a'  d  laboratory. 

Requires  skill  and  ability  to  perform  detailed  laboratory  examinations 
and  tests. 

PROMOTIVE  LINES: 

To:   Senior  Blood  Bank  Technician 

Clinical  Laboratory  Technologist 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  BLOOD  BANK  TECHNICIAN  CODE:   2khO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  organizes  and  directs  the  activities  and 
personnel  of  the  blood  bank  and  laboratory;  personally  participates  in 
detailed  analyses  and  tests;  supervises  and  participates  in  the  mainten- 
ance of  detailed  records  and  the  preparation  of  periodic  reports;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
methods,  procedures  and  laboratory  techniques;  achieving  moderate  economies 
and/or  preventing  moderate  losses  through  participation  in  and  enforcement 
of  proper  handling  of  laboratory  equipment,  materials,  supplies  and  facili- 
ties; making  contacts  with  the  general  public,  blood  donors,  physicians, 
nurses  and  other  employees.  Nature  of  work  involves  exposure  to  minor  cuts 
and  abrasions  and  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  blood  bank  and  laboratory  activities  and  personnel 
and  participates  in  performing  duties  of  a  technician;  arranges  work 
schedules  for  employees;  assigns  work  to  individual  technicians;  instructs 
new  technicians. 

2.  Personally  performs  special  and  difficult  laboratory  tests  in 
checking  on  discrepancies  in  blood  types  and  other  problems. 

3.  Maintains  records  of  blood  received,  dispensed  and  quantity  on 
hand;  maintains  related  files  by  donor  type  cards. 

k-  Prepares  cost  and  billing  reports  of  professional  donors;  tabulates 
daily  record  of  deposit  numbers  from  blood  bank;  records  transfers  of  credits 
and  clears  deposit  numbers  with  blood  bank  business  office. 

5.  Calls  on  professional  donors,  as  needed;  makes  out  payment  credits 
against  deposit  numbers  and  prepares  payment  checks. 

6.  Prepares  monthly  reports  of  blood  bank  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
bacteriology,  biochemistry,  or  related  fields. 

Requires  three  years  experience  in  a  recognized  laboratory  engaged 
in  hemotology,  serology  and  bacteriology;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  application  of  intensive 
knowledge  of  clinical  laboratory  techniques  as  applied  to  the  operation  of 
a  blood  bank  and  laboratory. 

Requires  skill  and  ability  to  perform  detailed  laboratory  examinations 
and  tests  and  supervise  technical  and  auxiliary  laboratory  personnel. 

PROMOTIVE  LINES: 

To:   Senior  Chemical  Laboratory  Technologist 

+    From:   Blood  Bank  Technician 


CLASS  TITLE:   CLINICAL  LABORATORY  TECHNOLOGIST  CODE:  2kkk 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  number  of  routine  clinical 
laboratory  tests  to  discover  the  presence  of  pathogenic  microorganisms 
or  other  characteristics  of  specimens  submitted  for  diagnostic  purposes; 
and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established 
clinical  laboratory  methods  and  procedures;  achieving  some  economies 
and/or  preventing  some  losses  through  proper  handling  of  laboratory 
equipment,  materials  and  supplies;  making  occasional  contacts  with 
persons  outside  the  immediate  organization  unit;  preparing  technical 
laboratory  records  and  reports  of  results  of  tests  and  examinations. 
Nature  of  work  involves  continuous  exposure  to  accident  and  health 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  laboratory  apparatus;  performs  tests  and  makes  determina- 
tions of  a  variety  of  samples  and  specimens  submitted  in  connection  with 
the  operation  of  a  hospital  clinical  laboratory  in  the  field  of  hemat- 
ology, urinalyses,  parasitology  and  mycology,  body  fluids  and  miscel- 
laneous items. 

2.  Counts  red  and  white  blood  cells  and  performs  related  pro- 
cedures such  as  centrifuging  and  separating  serum,  making  protein-free 
filtrates,  blood  urea,  nitrogen  and  other  tests. 

3.  Makes  bacteriological  tests  including  staining  specimens, 
examining  them  microscopically  and  reporting  findings;  also  staining 
and  examining  sputum,  exudates,  feces  and  mycology  specimens. 

U.  Makes  microscopic  examinations  for  presence  of  parasites  such 
as  pinworms,  ova  and  protozoa. 

5o  Makes  tests  of  cerebral  spinal  fluids,  counts  and  differentiates 
the  cells;  makes  reports  of  findings. 

6.  Makes  tests  of  stools  for  occult  blood,  white  and  red  blood 
cells,  fats  and  starches. 

7.  Assists  pathologist  in  gross  examination  of  specimens;  prepares 
histologic  slides  or  makes  routine  and  special  stains  as  required, 
including  preparation  of  necessary  reagents  and  solutions;  assists 
autopsy  surgeon  in  abiaining  specimens  for  medical-legal  tests  and 
reportable  bacterial  infections;  makes  microscopic  examinations  of 
slides  and  prepares  reports  of  findings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university  with  a  oaccalaureate  degree,  with  major  course  work 
in  bacteriology,  microscopy  and  the  related  chemistry  and  laboratory 
techniques. 

Requires  at  least  one  year  of  experience  in  clinical  laboratory 
technology,  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CLINICAL  LABORATORY  TECHNOLOGIST  CODE:  2hhh 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  good  basic  working 
knowledge  of  the  principles,  practices  and  routine  procedures  of 
clinical  laboratory  operations. 

Requires  close  mental  attention  and  concentration  for  short  periods 
in  conducting  various  tests  and  the  technical  skill  and  ability  to  make 
accurate  observations  and  determinations  and  prepare  related  reports  of 
findings . 

License:  Possession  of  a  current  valid  license  as  a  clinical 
laboratory  technologist  issued  by  the  state  board  of  health. 

PROM3TI7E  LINES: 

To:  Senior  Clinical  Laboratory  Technologist 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  CLINICAL  LABORATORY  TECHNOLOGIST      CODE:   2UU6 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  personally  participates  in  the 
operation  of  a  hospital  clinical  laboratory;  performs  the  difficult  and 
important  clinical  laboratory  tests  to  discover  the  presence  of  pathogenic 
microorganisms  or  other  characteristics  of  specimens  submitted  for  diagnos- 
tic purposes;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforcing 
existing  laboratory  routines,  methods  and  procedures;  achieving  considerable 
economies  and/or  preventing  considerable  losses  through  proper  participation 
in  and  supervision  of  the  handling  of  laboratory  equipment,  materials  and 
supplies;  making  occasional  responsible  contacts  with  physicians,  surgeons 
and  various  department  heads;  gathering,  checking  and  reviewing  important 
reports  of  tests.  Nature  of  work  involves  continuous  exposure  to  accident 
and  health  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  making  of  tests  and  determin- 
ation of  a  variety  of  samples  and  specimens  submitted  in  connection  with 
the  operation  of  a  hospital  clirical  laboratory  in  the  field  of  hematology, 
urinalyses,  parasitology  and  mycology,  body  fluids  and  miscellaneous  items. 

2.  Supervises,  instructs  and  assigns  work  to  individual  technicians 
and  auxiliary  assistants. 

3.  Supervises  and  participates  in  the  preparation  of  reagents,  stains 
and  solutions  in  performing  various  chemical  and  bacteriological  examinations 

i;.   Prepares  requisitions  for  replenishment  of  chemicals,  equipment  and 
other  materials  used  in  the  laboratory  operations;  checks  and  inspects  deliver 
ies  to  assure  compliance  with  orders. 

5.   Compiles  and  prepares  monthly  reports  of  work  performed  in  the 
laboratory;  posts  results  of  tests  on  laboratory  forms  and  in  register. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;    Requires  completion  of  a  four  year  college 
or  university  witha  baccalaureate  degree,  with  major  course  work  in 
bacteriology,  microscopy  and  the  related  chemistry  and  laboratory  techniques. 

Requires  at  least  three  years  of  experience  in  clinical  laboratory 
technology;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  intensive  knowledge  of: 

the  principles,  practices  and  routine  procedures  of  clinical  laboratory 

operations  and  the  ability  to  supervise  and  direct  a  number  of  technicians 
and  auxiliary  subordinates. 


CLASS  TITLE;   SENIOR  CLINICAL  LABORATORY  TECHNOLOGIST      CODE:  2kh6 

(Continued) 

Requires  intensive  mental  attention  and  concentration  for  short 
periods  in  conducting  various  difficult  and  special  tests  and  the 
technical  skill  and  ability  to  make  accurate  observations  and  determin- 
ations and  prepare  related  reports  of  findings. 

License;   Requires  possession  of  a  current  valid  license  as  a 
clinical  laboratory  technologist  issued  by  the  state  board  of  health. 

PROMOTIVE  LINES; 

To;   No  Normal  Lines  of  Promotion 

From:   Clinical  Laboratory  Technologist 
Senior  Blood  Bank  Technician 


CLASS  TITLE:   PHARMACIST  CODE:   2l*$0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  number  of  professional 
pharmaceutical  duties  in  the  compounding  of  drugs  and  dispensing  of 
medicines  and  medical  preparations  in  a  large  institution  pharmacy;  may 
supervise  pharmacy  helpers;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  existing  methods  and 
procedures  in  compounding  drugs  and  for  explaining  drug  dosages,  incomp- 
atibilities, toxicity,  etc.  to  institution  staff  members;  achieving 
considerable  economies  through  the  efficient  uandling,  safe-guarding  and 
proper  rotation  of  drugs,  materials  and  supplies;  making  contacts  with 
physicians,  nurses  and  other  members  of  the  institution  staff;  preparing 
and  keeping  routine  records  and  reports,  particularly  as  required  by 
federal  and  state  laws.  Nature  of  work  involves  continuous  close  attention 
for  accurate  results. 

EXAMPT^S  OF  DUTIES: 

1.  Compounds,  prepares  and  labels  medications  and  preparations  as 
directed  by  prescription. 

2.  Dispenses  narcotic  and  hypnotic  drugs  in  compliance  with  fedeal 
and  state  law. 

3.  Checks  pharmacy  regular  and  reserve  stock  and  stock  at  ward 
nursing  stations  for  the  purpose  of  keeping  inventories  stable  and  elimin- 
ating drugs  which  are  outdated  or  otherwise  deemed  unsatisfactory  for  use. 

U.   Maintains  records  required  by  law  on  ward  nursing  stations; 
requisitions,  hypnotic  and  narcotic  prescriptions,  and  out-patient  pre- 
scriptions. 

5.  Incidentally,  maintains  a  drug  literature  file  for  the  use  of 
pharmacists  and  other  institutional  staff. 

6.  May  answer  questions  on  drug  medication  as  to  dosage,  incompat- 
ibilities, various  forms,  toxicity,  etc.  for  doctors,  nurses,  interns  and 
student  nurses. 

7.  Incidentally  maintains  a  hospital  formulary  which  is  adopted  and 
under  con  rol  of  the  medical  staff. 

MINIMUM  QUALIFICATIONS: 

r  '.        .-'■..:    Bxper  '  ■   ■•:  ■    Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree  in  pharmachology. 

Requires  at  least  one  year  of  professional  experience  in  the  compound- 
ing and  dispensing  of  prescribed  drugs,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
modern  methods  and  procedures  used  in  the  practice  of  pharmacy,  including 
the  united  states  pharmacopeia  and  national  formulae;  laws  regulating  ihe 
practice  of  pharmacy. 


CLASS  TITLE:   PHARMACIST  (Continued)  CODE;   2l|£0 

Requires  skill  and  ability  to:  prepare  and  maintain  accurate, 
routine  reports  and  records;  supervise  the  work  of  subordinate  pharmacy 
helpers  and  judge  the  adequacy  of  their  work  performance. 

License:   Requires  possession  of  a  current  certificate  as  a 
licentiate  in  pharmacy  issued  by  the  California  state  board  of  pharmacy. 

PROMOTIVE  LINES: 

To:   Senior  Pharmacist 

From:   Original  entrance  examination 


CLASS  TITLE:  SENIOR  PHARMACIST  CODE:  2hS2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  duties  of  a  professional  pharmacist  in 
the  compounding  of  drugs  and  dispensing  of  medicines  and  medical  prepara- 
tions in  a  large  institution  pharmacy;  and  in  addition,  is  responsible 
for  the  operation  of  such  a  pharmacy;  may  supervise  the  work  of 
pharmacists  and  pharmacy  helpers;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  en- 
forcing existing  policies,  methods  and  procedures;  achieving  consider- 
able economies  through  the  efficient  handling,  safe-guarding  and  proper 
rotation  of  drugs,  materials  and  supplies  and  through  the  efficient 
recommendations  regarding  purchases  and  replenishment  of  stocks;  making 
contacts  with  institution  personnel  of  high  rank,  institution  personnel 
in  general  and  medical  service  representatives  of  pharmaceutical  com- 
panies; supervising  or  preparing  and  maintaining  routine  records  and 
reports,  particularly  as  required  by  federal  and  state  laws.  Nature  of 
work  involves  continuous  close  attention  for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1«  Performs  and/or  supervises  the  performance  of  the  duties  of  a 
pharmacist,  such  as  compounding  drugs,  preparing,  labeling  and  dispensing 
medications  and  medical  preparations,  checking  pharmacy  stock,  keeping 
records  and  maintaining  drag  literature  files,  and  answering  questions 
of  other  institution  medical  staff, 

2.  Initiates  all  orders  for  purchase  of  drugs,  supplies  and 
equipment  for  an  institution  pharmacy. 

3.  Receives  medical  service  representatives  of  the  various 
pharmaceutical  companies  and  discusses  drug  lines  and  new  drug  i  cems, 
their  uses,  interchangeability,  price,  availability,  etc. 

1;.   Supervises  the  receipt,  inventory  and  storage  of  all  purchases 
as  received. 

5-  Attends  staff  meetings  as  required;  attends  seminars  of 
interest  in  the  pharmaceutical  field. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree  in  pharmacology. 

Requires  at  least  three  years  of  professional  experience  in  the 
compounding  of  drugs  and  dispensing  of  prescription  medicines,  or  an 
.alent  combination  of  draining  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge 
of:   the  modem  methods  and  procedures  used  in  the  practice  of  pharmacy, 
including  the  united  states  pharmacopeia  and  national  formulae;  the 
laws  regulating  the  practice  of  pharmacy. 

Requires  skill  and  ability  to:  prepare  and  maintain  accurate 
routine  reports  and  records;  supervise  the  work  of  subordinate  pro- 
fessional and  non-professional  pharmacy  workers;  judge  and  pass  on  the 
adequacy  of  their  work  performance. 


CLASS  TITLE:      SENIOR  PHARMACIST      (continued)  CODE:      2Jip2 

License;     Requires  possession  of  a  current  certificate  as  a 
licentiate  in  pharmacy  issued  by  the  California  state  board  of  p] 

PROMOTIVE  LINES: 

To:     No  normal  lines  of  promotion 

From:     Pharmacist 


CLASS  TITLE:   ASSISTANT  TOXICOLOGIST  CODE:   2U56 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  a  toxicologist  by  preparing  body  tissues 
and  fluids  for  final  determination  of  the  nature  and  quantity  of  toxic 
substances  present;  maintains  equipment  and  premises  of  laboratory;  pre- 
pares case  histories  and  findings;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  and  explaining  laboratory 
methods  and  procedures  and  for  accurate  recording  of  results  of  complex 
and  important  analysis  work. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  distills  blood  for  alochol  determinations;  prepares 
and  extracts  tissues  for  barbituate  and  general  analyses;  separates 
barbituates  by  paper  chromotagraphy;  assists  toxicologist  in  the  detailed 
analyses  of  blood  and  tissue  presence  of  drugs  and  poisons. 

2.  Records  findings  and  case  histories  in  ledger  and  prepares 
departmental  reports. 

3.  Maintains  equipment  and  premises  of  laboratory;  prepares  reagenls 
and  stores  specimens. 

k.        Provides  technical  information  to  district  attorney's  office, 
attorneys,  police  officers  and  physicians;  assists  in  developing  new 
methods  for  analyzing  specimens. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
chemistry  and/or  biology. 

Requires  at  least  one  year  of  responsible  experience  in  a  laboratory 
conducting  toxicological  examinations;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
principles  and  practices  of  biology  and  chemistry,  with  specific  applica- 
tion to  body  fluids  and  tissues. 

Requires  ability  to:  perform  independent  research  and  prepare  scienti- 
fic reports;  in  the  operation  and  care  of  specialized  laboratory  equip- 
ment, such  as  spectroptimeter  centrifuges,  analytical  balances  and  water 
stills. 

PROMOTIVE  LINES: 

To:   Toxicologist 

From:   Original  Entrance  Examination 


CLASS  TITLE:   TOXICOLOGIST  CODE:   2ii58 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  in  charge  of  the  coroner's  toxicology  laboratory; 
conducts  chemical  examinations  of  body  tissues  and  fluids  to  determine 
nature  and  quantity  of  toxic  substances  present;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforcing 
methods  and  procedures  related  to  laboratory  analyses  to  determine  the 
presence  of  toxic  substances  in  body  tissues  and  fluids;  preparation  and 
review  of  important  technical  reports  on  case  findings;  regular  contacts 
with  representatives  of  other  departments  to  furnish  information  on  toxi- 
cological  examinations. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  an  assistant  toxicologist  in  the  preparation  of  body 
tissues  and  fluids  for  final  determination  of  the  nature  and  quantity  of 
toxic  substances  present  and  the  preparation  of  case  histories  and  find- 
ings; supervises  the  maintenance  of  equipment  and  supplies  of  the  laboratory. 

2.  Makes  detailed  analyses  of  blood  and  tissues  to  determine  the 
presence  of  drugs  and  poisons;  develops  new  methods  in  detecting  drugs  and 
poisons. 

3.  Prepares  and  reviews  important  technical  reports  on  examination 
findings  and  case  histories;  confers  with  coroner,  pathologist,  autopsy  surg- 
eons, reoresentatives  of  the  district  attorney's  office  and  the  police  depart- 
ment in  connection  with  technical  information  on  toxicology  examinations. 

k-        May  give  expert  testimony  in  court  on  toxicology  examination  find- 
ings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
chemistry,  pharmacology  or  medicine. 

Requires  at  least  three  years  of  progressively  responsible  experience 
in  toxicological  examination  or  pharmacology^  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  principles  and  practices  of  biology  and  chemistry  with  specific  appli- 
cation to  the  analyses  of  body  fluids  and  tissues;  legal  terms,  court  pro- 
cedures and  the  laws  of  evidence. 

Requires  considerable  ability  to:  perform  independent  research  and 
prepare  scientific  reports  on  toxicological  examination  matters;  apply 
specialized  professional  knowledge  and  skill  in  the  use  of  scientific 
methods  as  basis  for  formulating  opinions  or  recommendations. 

PROMOTIVE  LINES: 

To:    No  normal  lines  of  promotion 

From:   Assistant  Toxicologist 


CLASS  TITLE:  MICROBIOLOGIST  CODE:   2U62 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  conducts  bacteriologic,  parasitologic, 
serologic  and  related  laboratory  tests  and  examinations;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  performing  scientific  tests  and 
investigations  according  to  instructions  and  established  methods  and 
procedures;  keeping  complete  and  accurate  records  and  submitting 
accurate  reports  on  the  results  of  investigations. 

EXAMPLES  OF  DUTIES: 

1.  Performs  qualitative  and  quantitative  microscopic  slide 
agglutination  tests  for  syphilis;  also  standard  qualitative  and 
quantitative  Kolmer  complement  fixation  tests  for  syphilis  on  blood 
serums  and  cerebral  spinal  fluids;  prepares  necessary  reagents  and 
equipment  used  in  connection  therewith. 

2.  Performs  quantitative  tube  agglutination  tests  for  the 
laboratory  diagnosis  of  typhoid,  tularemia  and  ether  diseases. 

3.  Performs  biochemical  and  agglutination  tests  to  determine  the 
presence  of  disease  causing  bacteria  in  foods  and  body  waste  materials; 
prepares  specimens  and  uses  microscope  in  the  examination  of  slides  of 
smears  and  concentrates  of  acid-fast  bacilli;  examines  various  smears 
and  cultures  with  microscope  for  laboratory  diagnosis. 

1;.  Performs  standard  tests  to  determine  presence  of  harmful 
bacteria  in  milk,  dairy  products,  drinking  water,  sewage,  shell  fish, 
and  other  materials. 

5.   Performs  various  duties  in  connection  with  the  setting  up,  care 
and  maintenance  of  laboratory  equipment;  tabulates  and  maintains  records 
of  laboratory  tests  for  examinations  performed  and  submits  detailed 
reports  thereon. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  medical  or  public  health  bacteriology  or  microbiology. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  technical  and 
working  knowledge  of:   the  fundamentals  of  bacteriology,  parasitology, 
serology,  mycology,  virology  and  hematology  and  of  related  laboratory 
procedures  and  techniques;  the  cultivation,  isolation,  and  identifica- 
tion of  micro-organisms  found  in  specimens. 

Requires  skill  and  ability  to:  use  and  care  for  various  items  of 
laboratory  equipment  commonly  used  in  a  medical  laboratory;  follow  oral 
and  written  instructions  and  keep  accurate  records  of  laboratory  work; 
prepare  related  reports  of  findings. 

License:   Requires  possession  of  a  current  valid  certificate  as  a 
public  health  microbiologist  issued  by  the  state  board  of  health. 


CLASS  TITLE:     MICROBIOLOGIST      (continued)  CODE:      21+62 

PROMOTIVE  LINES: 

To:      Senior  Microbiologist 

From:     Original  entrance  examination 


CLASS  TITLE:   SENIOR  MICROBIOLOGIST  CODE:   216U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  responsible  laboratory  work  in  the  diffi- 
cult phases  of  bacteriologic,  parasitologic,  serologic  and  related 
laboratory  tests  and  examinations;  supervises  subordinate  personnel;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  scientific  analyses  of 
specimens  according  to  established  methods  and  procedures,  but  with  lati- 
tude for  independent  action  in  unusual  cases;  the  proper  use  and  care  of 
valuable  laboratory  equipment;  maintaining  detailed  records  and  laboratory 
examinations  and  submitting  accurate  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  quality  ive  and  quantitative  VDRL  slide  flocculation 
tests  and  Kolmer  complement  fixation  tests  on  blood  samples  for  the 
detection  of  syphilis  and  other  diseases;  employs  necessary  equipment 
such  as  centrifuge,  rotator  and  microscope  in  connection  therewith;  groups 
and  labels  specimens  and  records  test  results  on  appropriate  forms. 

2.  Performs  cultural  examinations  for  gonococcal  infections  on 
cultures  received  from  clinics  or  institutions. 

3.  Performs  the  direct  or  the  formalinether  sedimentation  tests  on 
body  wastes  in  order  to  determine  the  presence  of  various  parasites;  examines 
animal  remains  for  presence  of  rabies. 

U.   Employs  bacteriological  examination  of  body  wastes  in  order  to 
determine  the  presence  of  exterior  diseases;  receives  and  examines  body  fluids, 
wastes  and  pathological  material  by  means  of  smear  tests  and  cultural  examin- 
ations in  order  to  determine  the  presence  of  tubercle  bacilli;  preDares  and 
examines  vaginal        in  rape  cases. 

5>.   Examines  dairy  products,  shell  fish,  and  water  by  means  of 
bacteriological  tests  and  analyses  in  order  to  determine  their  fitness  for 
human  consumption. 

6.  May  supervises  or  assist  in  the  setting  up  and  maintenance  of 
laboratory  equipment,  preparation  of  solutions,  reagents  and  other  media, 
maintenance  of  accurate  and  detailed  laboratory  records,  and  the  prepar- 
ation of  and  submission  of  reports. 

7.  Supervises  subordinate  laboratory  personnel,  both  professional 
and  non -professional;  instructs  and  advises  subordinates  regarding  their 
duties  and  inspects  and  checks  their  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
medical  or  public  health  bacteriology  or  microbiology. 

Requires  two    rs  of  experience  as  a  microbiologist,  or  an  equiv- 
alent combination  of  training  and  experience. 


CLASS  TITLE:    SENIOR  MICROBIOLOGIST  (Continued)  CODE:    2J46U 

Knowledge ,  Abilities  and  Skills:   Requires  thorough  technical  and 
working  knowledge  of:  bacteriology,  parasitology,  serology,  mycology, 
verology  and  hematology  and  related  laboratory  procedures  and  techniques] 
the  cultivation,,  isolation  and  identification  of  micro-organisms  found  in 
specimins. 

Requires  skill  and  ability  to:  make  difficult  and  important  laboratory 
tests  and  analyses  with  speed  and  accuracy;  keep  accurate  records  of 
laboratory  work;  prepare  complete  and  accurate  reports;  supervise,  advise 
and  train  subordinate  personnel. 

License:  Requires  possession  of  a  current  valid  certificate  as  a 
public  health  microbiologist  issued  by  the  state  board  of  health  of  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Chief  Microbiologist 

From:   Microbiologist 


CLASS  TITLE:  CHIEF  MICROBIOLOGIST  CODE:  2J466 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  over-all  planning, 
direction  and  coordination  of  the  work  of  the  public  health  bacteriolog- 
ical laboratories;  assigns,  advises  and  inspects  the  work  of  subordinate 
personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  enforcing  depart- 
mental policies  and  originating  intra-unit  policies  and  procedures; 
contacting  officers  and  employees  of  ether  divisions,  representatives  of 
other  agencies  and  governmental  jurisdictions,  and  the  general  public; 
submitting  detailed  and  accurate  reports  dealing  with  the  activities  of 
the  laboratory. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  personnel,  operations  and  procedures  of  the 
bacteriological  laboratories;  assigns  work  and  participates  in  the  more 
important  aspects  of  difficult  tests  and  procedures;  assigns  duties  to 
a  number  of  microbiologists  and  laboratory  technicians;  checks  progress 
of  work  and  accuracy  of  results;  may  personally  perform  various  tests 
during  absence  of  regular  personnel. 

2.  Assures  that  laboratory  methods  are  followed  and  adhere  to 
established  or  recommended  methods;  makes  choice  of  alternate  methods 

in  specific  instances  on  basis  of  personal  evaluation  of  conditions;  keeps 
the  director  of  public  health  informed  of  new  methods  and  procedures  and 
as  to  their  practicability  for  adoption  in  local  laboratories. 

3.  Acts  as  liaison  officer  between  the  laboratories  and  various 
sections  of  the  health  department  and  the  public,  also  with  laboratory 
sections  of  the  state  department  of  public  health  as  well  as  other 
public  jurisdictions. 

k'     Is  responsible  for  preparation  of  annual  budgetary  needs  for  the 
laboratory  as  to  personnel,  materials,  supplies  and  equipment  required 
on  the  basis  of  workload  records  and  anticipated  requirements. 

5.  Is  responsible  for  the  compilation,  preparation  and  review  of 
monthly,  semi-monthly  and  annual  reports  of  work  done  by  the  public 
health  laboratories;  prepares  annual  report  for  the  state  department  of 
health  showing  accomplishments,  needs  and  changes  anticipated  for  the 
succeeding  period. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  medical  or  public  health  bacteriology  or  microbiology. 

Requires  at  least  five  years  experience  at  the  professional  level 
in  the  field  of  microbiology,  at  least  two  years  of  which  shall  have 
been  at  the  level  of  senior  microbiologist^  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  technical 
and  working  knowledge  of:  bacteriology,  hematology,  parasitology, 
serology,  micrology  and  serology  and  related  laboratory  procedures  and 
techniques;  the  organization  and  operation  of  a  public  health 
bacteriological  laboratory. 


CLASS  TITLE:  CHIEF  MICROBIOLOGIST  (continued)  CODE:   2l>66 

Requires  the  skill  and  ability  to:  plan,  organize  and  direct  the 
activities  of  a  public  health  laboratory;  advise^  instruct  and  direct 
subordinates  engaged  in  important  laboratory  work;  establish  and  maintain 
effective  working  relationships  with  officials  and  employees  of  govern- 
mental jurisdictions  and  with  the  general  public;  supervise  the 
maintenance  of  complete  and  detailed  records;  prepare  accurate  and 
concise  technical  reports « 

License:  Possession  of  a  current  valid  certificate  as  a  public 
health  microbiologist  issued  by  the  state  board  of  health, 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Senior  Microbiologist 


CLASS  TITLE:   WATER  CHEMIST  CODE:   2u70 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  and  varied  chemical, 
mineral  and  bacteriological  analyses  of  water  at  a  water  purification 
plant;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  assignments  according  to 
prescribed  methods;  using  independent  judgment  in  the  performance  of 
duties;  maintaining  accurate  and  complete  records  and  preparing  and  sub- 
mitting clear  and  concise  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  chemical  analysis  and  bacteriological  examinations, 
complete  and  partial  mineral  analysis  and  physical  tests  of  water  samples; 
tests  for  original  water  leaks;  makes  necessary  calculations  and  records 
results  of  tests;  prepares  and  submits  related  detailed  reports. 

2.  Investigates,  develops  or  improves  analytical  methods  and  tech- 
niques relating  to  water  purification  processes;  periodically  compiles 
chemical  and  physical  data  and  submits  reports. 

3.  Makes  micro-biological,  limnological  and  ecological  investiga- 
tions of  reservoirs  and  distribution  systems •    surveys  reservoirs  to 
determine  the  effects  of  biological,  biochemical  .and  physical  factors. 

h.  Makes  radiological  examinations  of  potable  waters  to  insure 
optimum  safety  to  water  consumers;  maintains  related  monitoring  and 
testing  equipment. 

5.  Prepares  and  supervises  the  preparation  of  standard  solutions 
and  reagents;  calibrates  and  maintains  laboratory  instruments. 

MINIMUM  QUALIFICATIONS: 

"aining  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
biology  or  chemistry. 

Requires  one  year  of  experience  in  making  chemical  analysis  and  tests; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  the 
chemical  and  bacteriological  characteristics  of  water;  organisms  com- 
monly occurring  in  water  supplies;  general  chemical  quantitative  and 
qualitative  analyses;  chemical  laboratory  equipment  and  its  uses; 
sources  of  information  on  sanitary  chemistry;  sampling  techniques  used 
in  chemistry;  the  techniques  used  in  the  treatment  of  drinking  water. 

Requires  skill  and  ability  to:  follow  complicated  instructions; 
effectively  apply  scientific  techniques  in  conducting  analyses  and  in- 
vestigations; keep  accurate  records  and  write  clear  and  concise  reports. 

License:  Requires  possession  of  a  valid  California  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Water  Chemist 

Senior  Sewage  Treatment  Chemist 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  WATER  CHEMIST  CODE:   21*72 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  regulates  the  activities  of  the  laboratory  section 
of  the  water  purification  division;  supervises  water  chemists  in  the  per- 
formance of  their  duties;  personally  performs  the  more  difficult  and  com- 
plex water  analyses;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   directing  laboratory  activities 
according  to  existing  policies,  department  standards,  state  regulations, 
and  established  methods  and  techniques;  contacting  representatives  of 
private  industry  and  other  governmental  jurisdictions;  accurate  analysis 
of  data  prepared  by  subordinates. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  reviews  the  work  of  professional  and  non- 
professional subordinate  personnel  engaged  in  research,  field  surveys, 
and  general  laboratory  work  relating  to  the  analysis  of  drinking  water 
and  control  and  regulation  of  water  purification  activities. 

2.  Performs  the  more  difficult  chemical  analyses  and  advises 
subordinates,  as  required;  inspects,  analyzes  and  interprets  data 
prepared  and  submitted  by  subordinates;  recommends  to  superiors  methods 
of  control  of  bacteriological,  mineral  and  other  factors  relating  to 
water  quality. 

3.  Instructs  subordinates  in  the  use  and  maintenance  of  laboratory 
and  field  equipment;  inspects  and  calibrates  equipment  in  order  to 
determine  the  necessity  of  adjustments,  repairs  or  replacement. 

U.   Confers  with  federal,  state  and  city  government  employees  and 
representatives  of  private  industry  for  the  purpose  of  obtaining  and 
providing  information  pertaining  to  water  analysis;  consults  with  and 
advises  interested  parties  on  matters  dealing  with  the  analysis  of 
water  or  related  technical  subjects. 

5.  May  act  for  the  water  purification  division  manager  in  his 
absence. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  chemistry  or  a  closely  related  field. 

Requires  three  years  of  responsible  experience  in  professional 
chemical  laboratory  work,  preferably  with  some  work  in  the  field  of 
sanitation  or  water  purification;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive 
knowledge  of:   the  chemical  and  bacteriological  characteristics  of 
water;  organisms  commonly  occurring  in  water  supplies;  general  chemical 
quantitative  and  qualitative  analysis;  chemical  laboratory  equipment 
and  its  uses;  sources  of  information  on  sanitary  chemistry;  sampling 
techniques;  techniques  used  in  the  treatment  of  drinking  water. 


CLASS  TITLE:   SENIOR  WATER  CHEMIST  (continued)  CODE:  2hl2 

Requires  skill  and  ability  to:   supervise,  assign,  inspect  and  verify 
the  work  of  subordinates  engaged  in  scientific,  analytical,  or  research 
work;  supervise  the  maintenance  of  a  comprehensive  and  accurate  system  of 
records;  prepare  clear  and  concise  reports  on  activities;  establish  and 
maintain  effective  relationships  with  governmental  employees  and  the 
general  public. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Water  Chemist 

Sewage  Treatment  Chemist 


CLASS  TITLE:   SEWAGE  TREATMENT  CHEMIST  CODE:   2u76 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  and  varied  chemical 
and  physical  analysis  of  sewage  treatment  plant  products  and  effluents, 
industrial  wastes,  and  bay,  ocean  and  creek  waters;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  performing  duties  according  to  establish- 
ed procedures  and  instructions  of  supervisor;  exercising  discretion  and 
independent  judgment  and  action;  keeping  accurate  and  detailed  records; 
submitting  clear  and  concise  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  various  chemical,  bio-chemical,  and  bacteriological 
tests  of  sewage  plant  effluents  and  bodies  of  water  receiving  such  dis- 
charges in  order  to  determine  the  effectiveness  of  and  needed  controls 
for  sewage  treatment  operations. 

2.  Performs  air  pollution  control  services;  performs  chemical 
analyses  of  industrial  wastes  discharged  into  bay  waters  in  order  to 
determine  their  origin;   analyzes   water  leaks  in  order  to  determine 
their  source. 

3.  Performs  research  of  assigned  projects;  inves  igates  and  reports 
on  new  developments  in  the  field  of  sewage  treatment;  calculates  results 
to  laboratory  analysis  and  maintains  complete  and  accurate  related  records; 
prepares  and  submits  detailed  and  accurate  reports  of  tests. 

h.       Prepares  standard  chemical  solutions  and  reagents  for  use  in  the 
laboratory;  cleans,  sterilizes  and  calibrates  laboratory  equipment  and 
otherwide  maintains  laboratory  equipment  and  supplies  in  good  order. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
biology  or  chemistry  or  a  closely  related  science. 

Requires  ore  year  of  experience  in  making  chemical  analysis  and  tests; 
or  an  equivalent  combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:  the 
chemical,  physical  and  bacteriological  characteristics  of  sewage;  general 
chemical  analysis;  organisms  common  to  sewage;  laboratory  equipment  and  its 
uses;  sources  of  information  in  fields  related  to  sewage  and  industrial 
waste  analysis;  standard  methods  for  the  analysis  of  sewage;  the  principles 
of  sewage  treatment. 

Requires  skill  and  ability  to:  follow  instructions  in  the  performance 
of  complex  and  difficult  scientific  analyses  and  research  projects; maintain 
accurate  records;  prepare  clear  and  concise  reports. 

PROMOTIVE  LINES: 

ro:   Senior  Sewage  Treatment  Chemist 
Senior  Water  Chemist 

From:   Original  entrance  examination 


MIST  CODE j  2U78 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  all  laboratory 
activities  in  a  large  sewage  treatment  plant;  serves  as  plant  superin- 
tendent during  his  absence;  or  is  in  overall  charge  of  a  small,  complex 
sewage  treatment  and  water  reclamation  plant,  including  all  laboratory 
activities;  and  performs  related  duties  as  re 

Requires  responsibility  for:  interpreting,  carrying  out,  enforcing 
and  assisting  in  the  development  of  methods  and  procedures  relative  to 
the  operation  of  the  sewage  treatment  plant;  making  regular  responsible 
contacts  with  other  departmental  personnel,  outside  professional  groups 
and  others  in  connection  with  laboratory  and  treatment  plant  activities; 
preparing  and  supervising  the  preparation  of  detailed  laboratory  reports 
and  analyses. 

EXAMPLES  OF  DUTj  I 

1.  Plans,  assigns  and  directs  the  operation  of  a  chemical  laboratory 
in  connection  with  the  bacteriological  analysis  of  sewage  and  infiltra- 
tion waters;  personally  performs  the  more  complex  analyses  in  connection 
with  plant  operations. 

2.  Assists  in  determining  plant  operation  methods  and  procedures 
through  the  interpretation  and  evaluation  of  laboratory  analyses  of 
treated  sewage. 

.  preoares  work  schedules  and  assigns  duties  to  laboratory  and 
operating  personnel;  reviews  laboratory  reports  and  recommends  necessary 
adjustments  in  treatment  processes;  maintains  laboratory  or  plant  supply 
inventories  and  the  requisitioning  of   necessary  materials  and  supplies; 
prepares  and  assists  in  the  preparation  of  plant  operating  budgets  and 
reports;  supervises  the  preparation  and  maintenance  of  operating  records. 

h.   Directs  laboratory  work  on  various  research  projects  for  other 
departments;  supervises  the  investigation  of  the  sources  of  air  pollu- 
tion and  the  collection  of  air  samples  for  laboratory  analyses  relative 
to  air  pollution  controls;  makes  investigations  and  analyses  of  indus- 
trial waste  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  in  '      — 7   .""th  a  baccalaureate  degree,  with  major  course  work  in 
chemistry  or  a  closely  related  science. 

Requires  four  years  of  orogressively  responsible  professional 
chemical  laboratory  experience,  preferably  in  the  field  of  sanitatj 
including  at  least  two  years  of  responsible  supervisory  and  adminis- 
trative experience;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Les  and  Skills:   Requires  comprehensive  knowledge 
of:  ■    ~-  .ysical  ai>.i  o?cteriological  characteristics  of  sewage 

and  its  effect  on  plant  machinery  an'-  PSj 

ileal  methods  and  microbiology  relating  to  sewage  Lon 

laboratory  equipment  and  its  usage;  standard  methods  for  analysis  of 

Requires  considerable  ability  to:  plan,  assign  and  direct  the 


CLASS  TITLE:   SENIOR  SEWAGE  TREATMENT  CHEMIST  CODE:   2U78 

(Continued) 

to  plant  and  operating  problems  and  recommend  necessary  remedial  action; 
deal  effectively  and  courteously  with  other  department  personnel,  out- 
side agencies  and  the  general  public;  prepare  and  review  detailed  oper- 
ating records  and  reports. 

PROMOTIVE  LINES: 

To:   Sewage  Treatment  Plant  Superintendent 

From:   Sewage  Treatment  Chemist 
Water  Chemist 


CLASS  TITLE:   ENGINEERING  CHEMIST  CODE:   2^82 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  professional  duties  in  the 
chemical  and  physical  testing  of  a  wide  variety  of  materials  and 
supplies;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  determining  testing  materials  and 
the  procedures  used;  making  accurate  analyses  and  interpretations  of 
test  results;  effecting  considerable  economies  in  the  purchase  of 
materials  and  supplies  based  on  the  indications  of  completed  tests; 
testing  various  construction  materials  which  may  involve  aspects  of 
public  safety;  keeping  accurate  records  and  preparing  clear  and  concise 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  physical  and  chemical  tests  of  soils,  concrete, 
asphalt,  steel,  bronse,  brass,  cement,  sand,  aggregates,  paints, 
varnish,  lacquer  and  other  construction  materials  in  order  to  determine 
their  compliance  with  specifications;  performs  physical  and  chemical 
tests  of  materials  for  the  purchaser  of  supplies  and  other  city  and 
county  departments. 

2.  Inspects  and  tests  various  materials  which  have  failed  in 
service  in  order  to  determine  the  cause  of  failure;  attempts  to  correct 
the  cause  or  recommends  substitute  materials. 

3.  Performs  visual  field  inspections;  checks  placement  of  concrete 
and  asphalt  in  structures  and  pavements;  instructs  inspectors  in  proper 
procedures  and  methods  of  inspection;  determines  if  subgrades  and  fills 
are  properly  prepared;  procures  samples  of  materials  used. 

h-       Maintains  records  of  tests  of  materials  and  supplies;  prepares 
related  reports  of  test  results,  including  comments  and  recommendations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
chemistry. 

Requires  three  years  of  professional  level  experience  in  the  per- 
formance of  physical  and  chemical  tests,  at  least  one  year  of  which  shall 
have  been  in  testing  structural  materials,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  know- 
ledge of:  the  principles  of  chemical  and  physical  testing,  with  particular 
reference  to  the  analyses  of  the  properties  of  building  and  structural 
materials;  modern  chemical  laboratory  procedures,  techniques  and  equip- 
ment; requirements  and  standard  testing  methods  of  the  american  society 
for  testing  materials. 


CLASS  TITLE:   ENGINEERING  CHEMIST  (Continued)  CODE:    2U82 

Requires  skill  and  ability  to:  apply  testing  principles  and 

laboratory  techniques  effectively;  prepare  clear  and  concise  reports; 

use  initiative  and  judgment  in  the  development  of  laboratory  testing 
procedures. 

License:   Requires  possession  of  a  valid  California  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   PUBLIC  HEALTH  CHEMIST  CODE:   2U86 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  professional  duties  in  the 
chemical  analysis,  testing  and  examination  of  specimens  submitted  to 
the  chemical  laboratory  of  the  department  of  public  health;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  carrying  out  assignments  of  average 
difficulty  according  to  established  procedures;  accuracy  in  the  perform- 
ance of  tests,  analyses  and  other  laboratory  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Examines  and  analyzes  blood,  urine,  gastric  washings  and 
cerebral  spinal  fluids  to  determine  alcoholic  content. 

2.  Examines  and  analyzes  various  types  of  food  and  dairy  products 
such  as  meats,  milk,  cream  and  milk  products;  prepares  related  reports 
for  attention  and  approval  of  the  chief  public  health  chemist. 

3.  Examines  and  analyzes  water  samples  from  various  city  reser- 
voirs; also  samples  of  domestic  water  supplies,  ground  water  seepage, 
etc.,  to  determine  chemical  composition  and  compliance  with  established 
standards  of  the  american  public  health  association,  american  water  works 
association  and  the  federal  government. 

h.       Examines  and  analyzes  samples  of  biological  fluids  for  the 
presence  or  absence  of  poisons;  analyzes  and  identifies  drugs  of  unknown 
origin. 

5.   Conducts  literature  research  including  textbooks,  journals,  hand- 
books, etc.,  to  determine  advanced  laboratory  techniques;  endeavors  to 
devise  or  modify  tests  and  procedures  for  various  specific  laboratory 
purposes  not  covered  by  established  specifications,  standards  and  procedures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
chemistry. 

Requires  one  year  of  experience  as  a  professional  chemist,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
general,  inorganic,  organic  and  analytical  chemistry;  laboratory  procedures 
as  they  apply  to  the  examination  and  analysis  of  foods,  drugs,  toxicological 
specimens  and  industrial  hygiene;  methods  of  micro-analyses,  including  the 
manipulation  of  instruments  used  in  various  types  of  measurements,  such  as 
spectrophotometer  and  chromotograph  crystallography. 

Requires  skill  and  ability  to:  follow  detailed  instructions  and  establish- 
ed procedures  in  the  performance  of  complex  scientific  work  involving  a  high 
degree  of  accuracy;  maintain  laboratory  records;  prepare  clear  and  concise 
reports. 

PROMOTIVE  LINES: 

To:   Senior  Public  Health  Chemist 
From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  PUBLIC  HEALTH  CHEMIST  CODE:   2^88 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  important  professional 
duties  in  the  chemical  analysis  of  substances  submitted  to  the  chemical 
laboratory  of  the  department  of  public  health  for  examination;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  work  assignments  in 
accordance  with  general  instructions  or  established  procedures,  with 
considerable  latituce  for  independent  analysis  and  judgment;  making 
thorough  and  accurate  analysis  of  specimens;  preparing  accurate  and 
concise  reports  of  the  results  of  laboratory  work. 

EXAMPLES  OF  DUTIES: 

1.  Acts  for  the  chief  public  health  chemist  in  his  absence  or 

as  directed;  examines  and  analyzes  biological  fluids  for  various  public 
agencies  or  authorized  persons;  performs  air  pollution  analyses;  keeps 
records  thereof  and  prepares  related  reports  to  the  state  department 
of  public  health. 

2.  Examines  and  analyzes  milk  and  milk  products;  analyzes  and 
identifies  drugs  of  unknown  origin,  miscellaneous  samples,  pesticides, 
cosmetics,  detergents  and  soaps,  dyes,  toys,  dishes,  paint  scrapings, 
processed  and  fresh  meats  and  waters, 

3.  Devises  new  laboratory  methods  and  performs  research  on 
various  projects  and  problems . 

h.  Prepares  standard  solutions  for  laboratories  of  other  city 
departments . 

5.  Appears  and  testifies  as  an  expert  witness  in  courts,  when 
required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  chemistry  or  a  closely  related  field. 

Requires  three  years  of  professional  experience  in  chemical 
laboratory  work  4  or  an  equivalent  combination  0 l   training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
general,  inorganic,  organic  and  analytical  chemistry;  laboratory 
procedures  as  they  apply  to  the  examination  and  analysis  of  foods, 
drugs,  toxicological  specimens  and  industrial  hygiene;  methods  of 
micro-analysis,  including  the  manipulation  of  instruments  used  in 
various  types  of  measurements  such  as  spectrophotometer  and  chromo- 
tograph;  crystallography 


GLASS  TITLE:    SENIOR  PUBLIC  HEALTH  CHEMIST  (Continued)     CODE:  2U88 

Requires  ability  to:   follow  and  enforce  detailed  instructions  in 
the  performance  of  analytical  work;  exercise  ingenuity  in  the  develop- 
ment of  testing  techniques;  apply  superior  judgment  in  analysis  and 
interpretation  of  test  results;  supervise  the  work  of  subordinate 
employees;  testify  in  court;  keep  comprehensive  and  accurate  records; 
prepare  clear  and  concise  reports. 

PROMOTIVE  LINES: 

To:     Chief  Public  Health  Chemist 

From:   Public  Health  Chemist 


CLASS  TITLE:  CHIEF  PUBLIC  HEALTH  CHEMIST  CODE:  2h90 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  operation  of  the  chemical 
laboratory  of  the  department  of  public  health;  performs  difficult  and 
important  chemical  analysis  of  substances  submitted  for  examination  by 
authorized  agencies;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   establishing  and  enforcing  adherence 
to  procedures  and  testing  methods  used  in  the  chemical  laboratory;  inter- 
preting departmental  policies;  supervising  the  custody,  maintenance  and 
effective  utilization  of  costly  laboratory  equipment  and  supplies; 
making  important  public  contacts;  assuring  the  making  of  accurate 
analyses;  preparation  of  related  reports  on  matters  affecting  public 
health  and  safety. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  all  work  performed  in  the  chemical  laboratory; 
assigns  duties  to  and  inspects  work  of  subordinates;  personally  performs 
important  and  difficult  analyses;  interprets  rules,  regulations  and 
policies  of  subordinates. 

2.  Analyzes  blood  alcohols;  analyzes  and  examines  foods  for  toxic 
substances,  adulterations,  conformity  with  pure  food  standards;  analyzes 
evidences  of  infestation  by  insects  or  rodents;  analyzes  and  examines 
meat  products,  waters,  air  samples  and  milk  products. 

3.  Makes  decisions  on  samples  to  be  admitted  for  examination  or 
analyses  and  selects  tests  to  be  performed  on  samples;  inaugurates  new 
methods  of  testing  and  interprets  results;  performs  research  of  testing 
and  analytical  methods  for  possible  new  applications;  performs  research 
on  new  methods  of  identification  and  analyses  of  drugs,  chemicals  and 
other  material;  maintains  complete  records  and  files  of  pertinent 
information. 

U.  Prepares  and  submits  annual  report;  compiles  annual  budget 
requirements  of  the  chemical  laboratory;  prepares  reports  on  all 
samples  submitted  for  examination  and  analysis;  maintains  daily  record 
of  samples  analyzed  with  the  number  and  type  of  tests  performed; 
maintains  permanent  record  of  all  blood  alcohols  submitted  by  the 
police  department,  state  patrol  and  other  city  departments;  appears  in 
court  as  an  expert  witness. 

5.  Supervises  the  maintenance  and  cleaning  of  the  chemical 
laboratory;  orders  materials  and  equipment  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  universi  y,  with  a  baccalaureate  degree  with  major  course 
work  in  chemistry  or  a  closely  allied  field. 

Requires  five  years  of  professional  laboratory  experience  in 
making  chemical,  micro chemical,  or  toxicological  analyses,  at  least  two 
years  of  which  shall  have  been  in  a  responsible  supervisory  capacity. 


CLASS  TITLE:   CHIEF  PUBLIC  HEALTH  CHEMIST  (continued)      CODE:   2^90 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:  general,,  inorganic,  organic  and  analytical  chemistry^  laboratory 
procedures  as  they  apply  to  the  examination  and  analysis  of  foods, 
drugs,  toxicological  specimens,  and  industrial  hygiene;  methods  of 
micro -analysis,  including  the  manipulation  of  instruments  used  in  various 
types  of  measurements  such  as  spectrophotometer  and  chromo to graph; 
crystallography „ 

Requires  exceptional  skill  and  ability  to:  direct  the  work  of 
subordinates  engaged  in  scientific  analysis;  interpret  results  of  such 
examinations  or  analyses;  testify  as  an  expert  witness  in  courts; 
prepare  clean  and  concise  reports;  deal  effectively  with  representa- 
tives of  government  jurisdictions  and  the  general  public. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Senior  Public  Health  Chemist 


CLASS  TITLE:   STERILIZER  OPERATOR  CODE:   2502 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  number  of  routine  duties  in  connec- 
tion with  the  operation  of  autoclaves  in  a  sterilizer  room  for  the 
purpose  of  sterilizing  doctors'  instruments,  nurses'  gowns,  bed  sheets, 
towels,  eye  packs  and  many  other  items;  and  performs  related  duties  as 
required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  relative  to  operating  sterilizing  equipment;  making 
regular  contacts  with  employees  and  supervisors  in  other  work  sections; 
making  and  keeping  routine  operating  records  and  reports.  Work  in- 
volves the  use  of  repetitive  manual  skills  involving  sustained  physical 
effort  in  doing  continuous  light  or  occasional  heavy  work  in  somewhat 
disagreeable  surroundings. 

EXAMPLES  OF  DUTIES: 

1.  Picks  up  and  transports  bundles  of  materials  to  be  sterilized; 
loads  autoclaves  according  to  established  procedures;  closes  doors  and 
turns  on  steam  into  sterilizing  chambers;  operates  sterilizer  at  re- 
quired pressure  and  temperature  for  specified  durations  depending  upon 
types  of  items  being  sterilized. 

2.  Turns  off  steam  and  permits  materials  to  dry  according  to 
size  of  load;  delivers  sterilized  supplies  to  surgery  sterile  room, 
recovery  room,  blood  bank,  dental  office,  and  stores  same  in  designated 
places. 

3.  Keeps  record  of  sterilizer  operations,  identity  of  materials 
sterilized,  date  and  time. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  sbhool,  supplemented  by  one  year  of  experience  in  the  operation 
of  autoclaves  and/or  other  sterilization  equipment,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  working  knowledge 
of  the  operation  of  autoclaves  and  other  sterilization  equipment, 
including  the  correct  procedures  involved  in  loading  and  maintaining 
an  autoclave  at  the  correct  pressure  and  temperature  for  the  correct 
length  of  time,  depending  upon  the  nature  of  the  load  being  sterilized. 

Requires  ability  and  skill  to:   follow  oral  and  written  instruc- 
tions; prepare  and  keep  simple  operating  records  and  reports;  get  along 
well  with  others. 

PROMOTIVE  LINES: 

To:   Laboratory  Helper 

From:  Original  entrance  examination 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  AIDE  CODE:   2$06 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  variety  of  routine  duties 
in  the  central  supply  room  of  a  hospital  in  the  preparation,  recon- 
ditioning, storing  and  issuing  of  equipment,  instruments,  supplies  and 
materials;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  relating  to  central  supply  work;  preventing  minor  losses 
through  proper  handling  of  equipment,  materials  and  supplies;  making  contacts 
with  other  employees;  keeping  simple  records  of  items  serviced,  stored 
or  issued.   Nature  of  duties  requires:   some  physical  effort  and 
dexterity  in  the  use  of  fingers  and  hands  with  some  exposure  to 
abrasions,  cuts  or  bruises;  occasional  exposure  to  somewhat  disagree- 
able working  conditions  in  handling,  cleaning,  reconditioning  and 
sterilizing  numerous  items. 

EXAMPLES  OF  DUTIES: 

1.  Reconditions,  stores  and  issues  instruments,  bandages  and 
specialized  equipment  for  use  throughout  hospital,  as  requisitioned. 

2.  Washes  and  sterilizes  water  bottle  seals,  wangensteen  sets; 
inspects  and  services  stedman  machines,  air  compressors,  hot  plates, 
mistogen  sets,  croupette  sets,  oxygen  tanks,  bed  scales  and  other 
equipment. 

3.  Cleans  and  sharpens  hypodermic  needles  and  luers  and  prepares 
them  for  sterilization. 

h.     Wraps,  marks  and  dates  dressings  for  autoclave;  marks  and 
stores  supplies  when  returned  from  sterilizer. 

5.  Receives  and  issues  nursing  equipment  and  supplies  as 
requested  from  various  wards. 

6.  May  perform  other  related  duties  in  the  central  supply  room 
or  the  various  ward  locations  as  required  or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  one  year  of  general  hospital  central 
supply  room  experience,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  and 
understanding  of  the  methods,  procedures  and  purposes  of  recondition- 
ing, servicing  and  sterilizing  a  wide  variety  of  items. 

Requires  ability  and  skill  to  work  well  with  others  performing 
similar  duties  and  to  perform  work  carefully  and  accurately. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Orderly 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  ASSISTANT  SUPERVISOR     CODE:   2508 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  directing  the  work  of  a 
hospital  central  supply  room,  including  all  personnel  and  activities; 
personally  participates  in  performing  the  work  of  central  supply  room 
aides;  relieves  the  central  supply  room  supervisor  when  necessary; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining 
established  methods  and  procedures  relating  to  central  supply  room  work; 
achieving  moderate  economies  and/or  preventing  moderate  losses  through 
enforcing  efficient  and  accurate  work  methods  in  servicing  instruments, 
equipment,  materials  and  supplies;  making  routine  contacts  with  employees; 
keeping  simple  routine  records  indicating  time  consumed,  work  done  and 
inventories  on  hand.  Work  involves  sustained  physical  effort  such  as 
standing,  walking  and  occasional  lifting,  with  some  exposure  to  minor 
injuries  such  as  abrasions,  cuts  and  burns  and  to  some  disagreeable 
elements  inherent  in  the  reconditioning  and  servicing  of  hospital 
equipment,  instruments,  materials  and  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  administration  and  operation  of  the  central 
supply  room;  assigns  work  to  subordinates;  instructs  and  inspects  work 
to  assure  correct  procedures  and  quality. 

2.  Receives,  processes  and  issues  materials,  supplies  and  equip- 
ment used  on  all  wards  throughout  a  hospital. 

3.  Checks,  cleans,  marks,  dates,  wraps  and  prepares  luers  and 
needles  used  in  the  treatment  of  patients;  sterilizes  luers  in  electric 
oven  and  wraps  for  sterilization  by  autoclave. 

h.     Checks,  cleans,  repairs  and  assembles  various  units  of  nursing 
equipment  such  as  under-water  seal  trays,  wangensteen  suctions, 
phlebotomy  sets,  proctoscopes,  bennett  valves,  suction  trays,  stedman 
pumps,  air  compressors,  oxygen  tents,  etc. 

5.  Counts,  marks,  dates  and  wraps  surgical  dressings;  prepares 
for  sterilization  in  autoclave;  folds  and  prepares  packing  of  various 
sizes  for  sterilization,  also  bandages,  stockinettes,  wadding,  burn 
dressings,  tonsil  sponges,  etc. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  accredited 
school  of  nursing. 

Requires  one  year  of  professional  hospital  nursing  experience, 
preferably  including  some  central  supply  room  duties;  or  an  equivalent 
combination  of  training  and  experience. 

lowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge 
and  understanding  of  the  importance  of  performing  accurate  work  to 
close  tolerances  and  to  insure  neatness,  cleanliness  and  complete 
sterilization  of  hospital  central  supplies. 

Requires  skill  and  ability  to  supervise  and  instruct  a  number  of 
subordinate  employees  in  detailed  methods  and  procedures. 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  ASSISTANT  SUPERVISOR     CODE:   2508 
(continued) 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Central  Supply  Room  Supervisor 

From:  Registered  Nurse 


CLASS  TITLE:  CENTRAL  SUPPLY  ROOM  SUPERVISOR  CODE:   2510 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assumes  responsibility  for  the  activities  and 
personnel  of  a  hospital  central  supply  room;  organizes,  assigns  and 
personally  participates  in  the  various  aspects  of  the  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies  and  methods  relating  to  central  supply 
room  work;  achieving  moderate  economies  and/or  preventing  moderate 
losses  through  efficient  supervision  and  enforcement  of  careful 
handling  and  servicing  of  instruments,  materials,  equipment  and 
supplies;  making  contacts  with  other  departments  and  employees; 
gathering,  preparing  and  maintaining  ordinary  operating  records  of 
time,  work  performance  and  inventory  of  stocks  on  hand.  Nature  of 
duties  requires  sustained  physical  effort  involving  continuous  light 
work,  standing  and  walking,  with  occasional  exposure  to  minor  injuries 
such  as  abrasions,  cuts  and  burns  and  some  disagreeable  elements 
inherent  in  the  reconditioning  and  service  of  hospital  equipment, 
instruments,  materials  and  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Has  complete  responsibility  for  the  personnel  and  operations 

of  a  hospital  central  supply  room  including  the  sterilization,  receiving, 
issuing  and  delivering  of  all  nursing  supplies,  dressings  and  equipment 
to  the  various  hospital  wards,  as  required. 

2.  Directs  the  work  of  an  assistant  supervisor  and  several 
central  supply  room  aides  and  is  responsible  for  their  training, 
assignment  and  accuracy  and  quality  of  work;  interprets  departmental 
rules  and  regulations  and  policies  to  employees;  prepares  requirements 
and  procedures  for  various  types  of  work  carried  on. 

3.  Meets  with  representatives  of  vendors,  purchasing  agents  and 
employees  regarding  specific  requirements  for  particular  items; 
discusses  merits  of  price  vs.  quality;  interviews  salesmen  regarding 
new  and  improved  equipment,  supplies,  etc. 

U.  Maintains  a  program  of  employee  instruction  and  information 
regarding  new  supplies,  materials  and  equipment  in  an  effort  to  improve 
the  services  of  the  central  supply  room;  conducts  work  inspections  to 
determine  that  prescribed  standards  of  workmanship,  sterilization, 
etc.  are  being  followed  and  achieved. 

5.  Takes  periodic  inventories  of  all  surgical  dressings,  supplies, 
instruments  and  equipment;  prepares  requisitions  for  replenishment  of 
items  in  connection  with  preparation  of  annual  budgetary  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  accredited 
school  of  nursing. 

Requires  two  years  of  progressively  responsible  professional 
hospital  nursing  experience,  preferably  including  some  central  supply 
room  duties;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  SUPERVISOR  CODE:   2^10 

(continued) 

Knowledge,  Abilities  and  Skills:   Requires  thorough  working 
knowledge  of  the  varied  activities  in  the  central  supply  room,  involv- 
ing specific  details  required  in  servicing  medical,  surgical  and 
nursing  equipment,  instruments,  materials  and  supplies. 

Requires  skill  and  ability  to:  supervise  and  instruct  a  number 
of  subordinate  employees  in  detailed  methods  and  procedures  relating 
to  the  work;  emphasize  the  importance  of  performing  accurate  work  to 
close  tolerances;  enforce  neatness,  cleanliness  and  complete  steril- 
ization of  completed  items. 

License:  Requires  possession  of  a  valid  certificate  as  a 
registered  nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:   Supervising  Nurse 

From:  Central  Supply  Room  Assistant  Supervisor 


CLASS  TITLE:   ORTHOPEDIC  TECHNICIAN  CODE:   25lU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  number  of  duties  in  a  hospital  cast 
room  in  assisting  with  the  application  and  removal  of  plaster  casts; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  the  application  and  removal  of  casts; 
making  regular  contacts  with  patients  either  in  the  cast  room  or  in  the 
wards;  making  and  keeping  routine  records  and  reports.  Work  requires 
considerable  physical  effort  and  manual  dexterity  in  lifting  patients 
and  manipulating  plaster  casts  and  materials,  involving  exposure  to 
somewhat  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Assists  with  the  application  and  change  of  casts  in  the  cast 
room,  according  to  specific  instructions  of  attending  physicians;  re- 
moves whole  casts  and  broken  casts. 

2.  Maintains  adequate  supplies  of  all  types  of  plaster  of  paris, 
sheet  wadding,  webril  and  stockinette  bandages,  arm  and  leg  slings. 

3.  Performs  a  number  of  duties  helping  in  the  cast  room;  makes 
crutches,  pylans  for  amputees;  orders  crutches,  canes  and  other  supplies; 
prepares  canvas  covers,  bradford  frames,  stryker  frames  and  foster  bed- 
covers; answers  calls  from  doctors  for  overhead  frames  and  orthopedic 
attachments;  issues  crutches  and  canes;  demonstrates  attachments  and 
equipment  to  fitted  patients;  sets  up  exercise  frames  for  special  patient 
needs. 

U.   Performs  other  miscellaneous  tasks  in  the  cast  room  or  ward  lo- 
cations, as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  one  year  of  experience  in  performing  the  duties 
of  an  orthopedic  technician,  as  described  above;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  working  knowledge  of: 
various  types  of  casts,  crutches,  canes  and  other  orthopedic  aids;  their 
principal  uses;  how  they  are  applied  and  removed. 

Requires  ability  and  skill  to:   follow  oral  and  written  instruc- 
tions accurately;  prepare  and  keep  simple  operating  records  and  reports; 
get  along  well  with  others. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Orderly 

Original  entrance  examination 


CLASS  TITLE:  CORONER'S  AMBULANCE  DRIVER  CODE:   2$l8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  an  ambulance  for  the  coroner's 
department;  services  and  maintains  assigned  vehicles;  assists  in 
coroner's  field  investigations;  cleans  morgue  and  laboratories;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  making  frequent  field  contacts  with 
emotionally  disturbed  relatives  and  friends  of  deceased  persons.  Nature 
of  duties  involves  continuous  exposure  to  disagreeable  work  situations 
and  unpleasant  surroundings. 

EXAMPLES  OF  DUTIES: 

1.  Operates  morgue  ambulance  to  and  from  the  scene  of  a  death; 
assists  a  deputy  coroner  in  locating  witnesses,  examining  the  body  and 
searching  the  area  for  pertinent  evidence;  assists  in  the  removal  of  the 
body;  cleans  the  surrounding  area  in  cases  of  violent  deaths;  obtains 
post  mortem  fingerprints  in  the  morgue. 

2.  Cleans,  waxes  and  services  ambulance  and  other  coroner's  vehic- 
les and  inspects  for  needed  repairs;  cleans  morgue  and  laboratories. 

3.  As  assigned  for  training  purposes,  serves  as  deputy  coroner  in 
the  investigation  of  circumstances  relating  to  a  death,  examining 
deceased  persons  and  the  immediate  vicinity  for  pertinent  information 
and  preparing  required  reports, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  two  years  of  applicable  experience  in  a 
coroner's  department  or  private  funeral  parlor  in  handling  and  prepar- 
ing deceased  remains;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:   Requires  general  working  know- 
ledge of  the  various  aspects  of  the  operation  of  the  coroner's  depart- 
ment. 

Requires  skill  and  ability  to:  enter  on  scenes  of  death  and  handle 
deceased  human  remains  under  various  adverse  conditions;  maintain  a 
neat,  orderly  appearance;  deal  diplomatically  with  persons  emotionally 
disturbed'  by  events  of  death;  effectively  participate  in  conducting 
field  investigations  and  interviews. 

License;   Requires  possession  of:  a  valid  state  chauffeur's 
license.  An  embalmer's  license,  issued  by  the  board  of  funeral 
directors  and  embaLmers  of  the  state,  is  desirable  but  not  required. 

PROMOTIVE  LINES: 

To:      Deputy  Coroner 

From:  Original  entrance  examination 


CLASS  TITLE:  MORGUE  ATTENDANT  CODE:   2520 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  transfers  remains  of  deceased  persons  to  autopsy 
room  and  prepares  bodies  for  post-mortem  examinations;  prepares  and 
releases  bodies  to  morticians  after  examinations;  keeps  morgue  and 
autopsy  room  and  equipment  in  clean  and  orderly  condition;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  carrying  out  established  procedures 
and  methods  in  handling,  transporting  and  preparing  deceased  persons  for 
post-mortem  examinations  and  for  release  to  mortuary  subsequent  to 
examination.   Nature  of  work  involves  considerable  physical  effort  and 
manual  dexterity  with  considerable  exposure  to  disagreeable  working 
conditions. 

EXAMPLES  OF  DUTIES: 

1.  Brings  bodies  of  deceased  persons  from  ward  to  morgue;  wraps 
bodies  in  sheets  and  places  in  refrigerated  compartment;  checks 
storage  box  for  proper  temperature  and  anatomical  position  and  proper 
identification  of  body. 

2.  Prepares  bodies  for  post-mortem  examination  and  pathological 
study  by  cleaning  and  washing,  using  necessary  solutions;  sets  up 
instruments  and  containers  for  autopsy;  places  bodies  on  autopsy 
tables. 

3.  Prepares  bodies  for  release  to  mortician  after  post-mortem 
examination  by  sewing  up  cavities,  aspirating  fluids  and  cleaning 
bodies. 

h.      Picks  up  amputations  from  surgery  and  disposes  of  or  releases 
them  as  requested. 

5.  Receives  animal  specimens  and  prepares  them  for  examination. 

6.  Cleans  autopsy  room  and  sterilizes  instruments  and  equipment; 
delivers  soiled  linen  to  laundry,  returns  clean  linen  to  morgue  and 
storage  room. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  six  months  of  experience:  in  a  morgue  or 
mortuary  assisting  in  the  preparation  of  bodies  for  burial;  handling 
and  caring  for  bodies  in  an  anatomical  or  surgical  laboratory;  as  an 
embalmer's  assistant  or  apprentice;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  working  knowledge 
of:   the  techniques  involved  in  the  handling  and  preparation  of  bodies 
of  deceased  persons  for  post-mortem  examinations  or  burial;  hospital 
methods  and  procedures;  the  care  of  surgical  instruments  and  equipment. 

Requires  ability  and  skill  to:  follow  written  and  oral  instructions; 
prepare  simple  records;  deal  tactfully  and  courteously  with  morticians 
and  members  of  the  family  of  deceased  persons;  handle  remains  of 
deceased  persons. 


CLASS  TITLE:  MORGUE  ATTENDANT   (continued)  CODE:   2520 

PROMOTIVE  LINES: 

To:  Senior  Morgue  Attendant 

From:  Original  examination 


CLASS  TITLE:   SENIOR  MORGUE  ATTENDANT  CODE:   2522 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  morgue  attendants  in  the 
handling  and  preparation  of  bodies  of  deceased  persons  for  post-mortem 
examination  and  burial;  assists  a  physician  in  performing  autopsies; 
performs  specialized  identification  work  on  badly  decomposed  bodies; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  enforcing  methods 
and  procedures  related  to  the  proper  functioning  of  a  morgue  and  the 
maintenance  of  its  facilities  and  equipment;  the  care  and  use  of  various 
tools  and  instruments  and  equipment  in  assisting  a  physician  in  post- 
mortem examinations;  preparing  routine  activity  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  several  morgue  attendants  in  the  preparation  of 
bodies  of  deceased  persons  for  post-mortem  examinations  and  burial. 

2.  Prepares  for  post-mortem  examination  by  setting  up  necessary 
equipment,  instruments  and  solutions;  assists  a  physician  in  all  aspects 
of  autopsy  such  as  removing  plaster  casts  and  bandages,  opening  bodies, 
obtaining  blood  samples  and  other  fluids  from  bodies  for  toxicological 
examinations. 

3.  Performs  specialized  and  skilled  identification  work  in 
obtaining  fingerprints  from  badly  decomposed  bodies. 

U.   Checks  morgue  and  other  work  spaces  for  cleanliness  and  adequacy 
of  service  supplies;  checks  for  proper  ventilation  and  assures  that 
all  equipment  is  functioning  properly. 

5.  Correlates  all  information  to  be  furnished  to  proper  authorities: 
transmits  all  required  information  to  personnel  assigned  to  subsequent 
shifts;  prepares  daily  reports  for  death  registry  office. 

6.  Performs  the  duties  of  a  morgue  attendant  in  cleaning  and 
maintaining  morgue  and  autopsy  room,  cleaning  and  sterilizing  equipment, 
preparing  bodies  for  examination  and  burial. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  one  year  of  experience:   in  a  morgue  or  mortuary 
assisting  in  the  preparation  of  bodies  for  burial;  handling  and  care  of 
bodies  in  an  anatomical  or  surgical  laboratory;  as  an  embalmer's 
assistant  or  apprentice;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge 
of:   the  procedures  involved  in  assisting  a  physician  in  post-n.ortem 
examinations;  techniques  involved  in  handling  and  preparation  of  bodies 
for  post-mortem  examination  or  burial;  hospital  methods  and  procedures; 
and  the  care  of  surgical  instruments  and  equipment. 

Requires  ability  and  skill  to  use  post-mortem  techniques  and 
procedures  as  necessary;  supervise  and  check  the  work  of  subordinates. 


CLASS  TITLE:   SENIOR  MORGUE  ATTENDANT   (continued)         CODE:   2^22 
PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Morgue  Attendant 


CLASS  TITLE:   CORONER'S  ESTATE  INVESTIGATOR  CODE:   252U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  receives,  accounts  for  and  transfers  all  personal 
property  and  money  acquired  by  the  coroner's  field  investigators;  assigns 
and  reviews  the  work  of  a  clerical  unit ;  serves  as  confidential  secretary 
to  the  coroner;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  policy  and  methods  of  the  coroner's  office  and  applicable 
probate  laws;  safeguarding  and  accounting  for  moderate  amounts  of  money 
and  valuables;  making  daily  office  contacts  with  persons  emotional 
disturbed  by  recent  death  in  the  family;  preparing,  checking  and 
reviewing  important  and  detailed  operational  and  financial  records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  all  personal  property  acquired  by  the  coroner's 
department;  checks  property  receipts  for  proper  entries  and  stores  items 
in  safety  boxes;  deposits  monies  received  in  bank;  prepares  cash  re- 
ceipts; reconciles  bank  statements  with  controller's  accounts. 

2.  Interprets  probate  code  as  it  relates  to  the  delivery  of 
property  in  custody  of  the  coroner,  and  transfers  money  and  property  to 
legal  next  of  kin;  notifies  public  administrator  of  cases  involving 
further  investigation  in  probate  matters. 

3.  Prepares  unclaimed  items  for  auction;  assists  at  auctions  and 
enters  receipts  from  sales  on  coroner's  records;  deposits  receipts  of 
auction  sales  and  unclaimed  monies  with  treasurer. 

U.  Assigns  and  reviews  the  work  of  clerical  personnel  engaged  in 
the  processing  of  death  certificates  and  other  official  records  and 
correspondence . 

5.   Serves  as  secretary  to  the  coroner  on  matters  of  confidential 
correspondence,  reports  and  legal  proceedings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school  with  courses  in  typing,  stenography  and  bookkeeping, 
supplemented  by  four  years  of  progressively  responsible  office 
experience,  including  the  receipt  and  accounting  of  money  and  property; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of 
modern  office  methods,  procedures  and  bookkeeping  principles  and  some 
knowledge  of  the  probate  code. 

Requires  ability  to:   exercise  good  judgment  in  evaluating 
situations,  interpreting  laws  and  policies,  and  making  proper  decisions; 
assign  and  review  the  work  of  clerical  personnel;  deal  effectively  and 
courteously  with  the  general  public,  attorneys  and  other  department 
representatives . 

Requires  skill  in  the  application  of  modern  bookkeeping  principles 
as  related  to  maintenance  of  accounting  records  and  preparation  of 
financial  reports. 


CLASS  TITLE:      CORONER'S  ESTATE  INVESTIGATOR   (continued)  CODE:      2^21; 

PROMOTIVE  LINES: 

To:      Chief  Clerk 

From:      Senior  Clerk-Stenographer 


CLASS  TITLE:  AMBULANCE  DRIVER  CODE:   2^26 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  public  ambulance;  assists  in 
rendering  aid  to  injured  persons  or  in  other  emergency  cases;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  following  established  methods  and  pro- 
cedures relating  to  ambulance  operation;  achieving  economies  and/or  pre- 
venting moderate  losses  through  careful  and  safe  handling  of  ambulance 
and  appurtenant  equipment;  making  responsible  contacts  with  the  general 
public  or  specific  persons  for  the  purpose  of  obtaining  information  on 
specific  matters  at  scene  of  accident  or  emergency;  gathering  and  prepar- 
ing pertinent  information  concerning  circumstances  at  scene  of  the  emer- 
gency. Nature  of  duties  involves  sustained  physical  effort  with  heavy 
lifting,  involving  manual  effort  and  dexterity  with  frequent  exposure  to 
traffic  accidents,  health  hazards  or  other  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Drives  an  ambulance  in  response  to  emergency  calls;  assists  medi- 
cal steward  in  administering  first-aid  at  scene  of  emergency;  preserves 
law  and  order,  as  necessary. 

2.  Assists  medical  steward  in  resuscitation  efforts  at  scenes  of 
fires,  drownings  and  other  similar  emergencies;  transports  patients  to 
nearest  emergency  hospital;  helps  physician  in  treatment  room  in  bandag- 
ing and  splinting  patients'  limbs  as  directed. 

3.  Assists  in  caring  for,  handling  and  transporting  mentally  ill, 
emotionally  hysterical,  deranged  and  alcoholic  patients;  assists  in  un- 
dressing male  patients  and  searching,  witnessing  and  booking  personal 
property. 

h.   Assists  in  preparing  records  when  admitting  patients  to  hospital; 
fills  out  admission  forms. 

5.  May  assist  in  performing  duties  of  admitting  officer,  psychiatric 
department;  may  respond  to  emergency  calls  in  the  psychiatric  wards. 

6.  Checks  ambulance  equipment;  maintains  vehicle  in  clean  and  order- 
ly condition;  does  minor  servicing  and  repair  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  courses  in  first-aid  and  one  year  of  exper- 
ience as  a  chauffeur;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  working  knowledge  of: 
first-aid  techniques  and  procedures;  local  traffic  regulations;  names 
and  locations  of  city  streets;  minor  auto  service  and  repair  techni- 
ques. 

License:  Requires  possession  of:  a  current  state  chauffeur's 
license;  a  current  red  cross  first-aid  certificate. 

PROMOTIVE  LINES: 

To:  Medical  Steward 

From:  Original  entrance  examination 


CUSS  TITLE:   MEDICAL  STEWARD  CCDE:   2528 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  and  accompanies  an  ambulance 
driver  in  responding  to  emergency  calls;  renders  first-aid  and  other 
needed  ministrations  to  ill  or  injured  persons;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  in  rendering  first-aid  in  emergency  cases;  achieving  economies 
and/or  preventing  moderate  losses  through  proper  handling  of  equipment, 
instruments  and  facilities;  making  responsible  contacts  with  the  general 
public  or  specific  persons  for  the  purpose  of  obtaining  information  on 
specific  matters  at  scenes  of  accidents,  injuries  or  other  emergencies; 
gathering  and  preparing  pertinent  information.   Nature  of  duties  involves 
sustained  physical  effort,  with  heavy  lifting  and  manual  effort  and  dex- 
terity, with  frequent  exposure  to  traffic  accidents,  health  hazards  and 
other  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  accompanies  an  ambulance  driver  in  making  emergency 
calls  in  cases  of  accidents,  injuries  or  other  reasons;  renders  first-aid 
and  other  needed  ministrations  to  persons  concerned  at  the  scene;  accom- 
panies ambulance  to  fires,  as  required. 

2.  Assists  physician  and  nursing  personnel  in  emergency  hospitals 
and  treatment  rooms  with  bandaging,  splinting,  administration  of  drugs 
and  other  duties,  as  directed. 

3.  Administers  to  and  transports  mentally  ill,  hysterical,  deranged 
and  alcoholic  patients,  as  occasions  require. 

U.  Feeds,  bathes  and  assists  in  performing  nursing  duties  to  male 
patients;  undresses  male  patients  and  is  responsible  for  the  accounting 
and  safe-keeping  of  personal  property,  clothing  and  other  valuables. 

5.  May  assist  and  relieve  a  senior  medical  steward  when  required; 
maintains  accurate  daily  register  of  all  patients  admitted  to  the  emergency 
hospital. 

6.  Requisitions  replenishments  of  needed  linens,  janitorial,  sur- 
gical and  medical  supplies. 

7.  May  perform  some  porter  duties  at  assigned  locations,  including 
sweeping,  mopping  and  waxing  floors,  bundling  soiled  linens,  storing 
supplies,  cleaning  washrooms;  requisitions  replenishments  of  needed 
linens,  janitorial,  surgical  and  medical  supplies. 

8.  May  assist  ambulance  driver  in  securing  spiritual  aid  for 
persons  requesting  same  or  for  dying  patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  preferably  supplemented  by  graduation  from  an  accredited  school 

f  nursing,  and  at  least  three  years  of  experience  in  military  medical 
or  general  hospital  service  in  the  administration  of  first-aid  to  sick 
or  injured  persons  and/or  giving  treatment  as  prescribed  by  a  doctor; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:  MEDICAL  STEWARD  (continued)  CODE:   2528 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  knowl- 
edge of  practical  nursing  techniques,  especially  as  they  apply  to 
rendering  first-aid  in  emergent  cases. 

Requires  ability  and  skill  to:  work  with  others;  exercise  good 
judgment  in  quickly  evaluating  emergent  situations  at  scenes  of  accidents; 
make  prompt  decisions. 

License  or  Certificate  Requirements:  Requires  possession  of  a 
current  Red  Cross  first-aid  certificate. 

PROMOTIVE  LINES: 

To:   Senior  Medical  Steward 

From:   Ambulance  Driver 


CLASS  TITLE:   SENIOR  MEDICAL  STEWARD  CODE:   2530 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  receives  calls  requesting  emergency 
ambulance  service;  dispatches  emergency  ambulances  via  police  radio; 
keeps  accurate  records  of  all  calls;  makes  changes  in  destinations  or 
assignments  of  ambulances  as  certain  emergencies  or  expediency  may 
require;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
explaining  existing  policies,  methods  and  procedures  in  connection 
with  emergency  hospital  ambulance  services;  achieving  moderate  economies 
and/or  preventing  moderate  losses  through  efficient  dispatching  of  am- 
bulances; making  regular  contacts  with  the  general  public,  usually  via 
telephone,  and  with  persons  in  other  departments  and  representatives  of 
outside  organizations,  largely  due  to  emergency  situations; preparing 
and  maintaining  detailed  booking  records  of  all  emergency  hospital  ser- 
vice cases  and  related  incidents.   Nature  of  work  involves  normal  phy- 
sical effort  and  manual  dexterity,  and  considerable  standing  with 
occasional  exposure  to  health  and  accident  hazards  and  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

It  Dispatches  emergency  ambulances  via  radio  and  keeps  record 
of  each  incident;  records  calls  for  making  transfers  of  patients  from 
one  location  to  another;  arranges  for  transfer  of  patients  to  private 
care  centers  by  communicating  with  concerned  physicians  relative  to 
condition  and  needs  of  individual  cases. 

2.  Dispatches  ambulances  to  fires,  depending  on  number  of  alarms 
and  type  of  fire;  also  dispatches  ambulances  to  accompany  police  officers 
in  handling  of  difficult  and  mentally  ill  cases. 

3.  Assists  the  physician  and  registered  nurse  in  the  emergency 
treatment  room  or  wards,  as  necessary,  depending  on  peak  load  demands  and 
specific  conditions. 

U.  Maintains  complete  daily  log  of  dispatches  and  cases  handled, 
including  admittance  to  emergency  hospital,  diagnosis,  treatment  and 
disposition  of  each  individual  incident. 

5.  Assumes  responsibility  for  the  safe  keeping  of  patients' 
clothing, valuables  and  money  in  cases  when  individuals  are  detained 
in  emergency  hospital  wards  pending  discharge  or  transfer;  obtains 
receipts  for  return  of  patients'  property, 

6.  Communicates  with  coroner  and  others  concerned  in  cases  when 
patients  expire,  and  arranges  for  disposition  of  corpose. 

7.  Performs  other  related  and  miscellaneous  duties  such  as  providing 
information  to  private  physicians,  searching  records  for  names  of  reported 
missing  persons,  etc. 

8.  Furnishes  information  from  poison  control  center  in  dealing  with 
emergency  poison  cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  high  school, 
supplemented  by  at  least  two  years  of  experience  in  the  civil  service 
class  of  medical  steward;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   SENIOR  MEDICAL  STEWARD  (continued)  CODE:   2^30 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of:   first-aid  methods  in  order  to  assist  emergency  hospital 
medical  and  nursing  personnel;  local  traffic  regulations;  names  and 
locations  of  streets  in  various  areas. 

Requires  skill  and  ability  to  use  own  judgment  and  make  quick 
decisions  in  dispatching  ambulances,  making  changes  in  assignments 
due  to  unforeseen  situations. 

License:  Requires  possession  of  a  first-aid  certificate  issued 
by  the  American  Red  Cross. 

PROMOTIVE  LINES: 

To:   Emergency  Hospital  Service  Assistant  Superintendent 

From:   Medical  Steward 


CLASS  TITLE:   STUDENT  VISION  SCREENING  TECHNICIAN  CODE:   253U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  administers  vision  screening  tests  throughout 
the  school  system;  records  tests  results;  refers  students  with  vision 
problems;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  the  existing  policy  and  methods  involved  in  the  screening  of 
students'  vision;  daily  classroom  contacts  with  students  and  teachers; 
preparing  individual  student  record  cards  of  test  results. 

EXAMPLES  OF  DUTIES: 

1.  Visits  schools,  sets  up  equipment,  adjusts  lighting  arrange- 
ments, and  administers  vision  screening  tests  to  school  children; 
retests  students  with  glasses  and  those  in  certain  grades;  records 
findings  of  defective  vision  and  other  visual  impairments  on  individual 
forms;  gives  form  letter  to  secondary  school  student  to  notify  parents 
that  further  eye  evaluation  is  advised;  makes  referrals  to  the  school 
nurse  for  students  in  the  lower  grades;  compiles  vision  screening  data 
for  school  principals  and  for  eye  centers. 

2.  Plans  and  schedules  eye  testing  dates  and  confers  with  school 
principal  on  special  arrangements;  confers  with  medical  advisers  on  new 
and  revised  procedures,  forms  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  completion  of  a  recognized  school  of 
professional  nursing,  and  at  least  two  years  of  experience  as  a 
registered  nurse,  one  year  of  which  should  have  included  administering 
vision  screening  tests;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
structure  and  normal  development  of  the  eye  and  signs  and  symptoms 
suggesting  eye  difficulty. 

Requires  ability  and  skill  to:  plan,  make  arrangements  for  and 
administer  vision  screening  tests  to  school  children;  maintain  disci- 
pline in  classrooms;  keep  accurate  records,  prepare  reports,  work 
independently;  give  and  record  tests  of  vision;  care  for  and  use 
pertinent  equipment  and  facilities. 

License:  Requires  possession  of  a  valid:  health  and  developmental 
credential;  state  motor  vehicle  operator's  license;  registered  nurse 
certificate. 

PROMOTIVE  LINES: 

rp:   No  normal  line  of  promotion 

From:  Original  Entrance  Examination 


CUSS  TITLE:   AUDIOMETRIST  CODE:   2538 

CHARACTERISTICS  OF  THE  CUSS: 

Jnder  direction,  administers  group  and  individual  audiometric  tests 
in  public  and  parochial  schools;  administers  individual  tests  in  health 
department  clinic;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  prescribed  standards  and 
methods  in  administering  and  interpreting  audiometric  tests;  preventing 
moderate  losses  through  the  proper  handling  and  safeguarding  of  testing 
equipment;  making  regular  contacts  with  school  department  personnel, 
parents  and  students,  for  the  purpose  of  exchanging  information  or 
explaining  procedures  relative  to  audiometric  testing  and  adequacy  of 
equipment;  compiling  statistical  data  for  important  technical  reports. 
Nature  of  work  requires  some  physical  effort  and  manual  dexterity. 

EXAMPLES  OF  DUTIES: 

1.  Administers  various  types  of  hearing  tests  to  school  children 
to  determine  hearing  acuity;  gives  group  screening  tests  to  pupils  of 
fourth  grade  level  and  above;  retests  all  failures  by  means  of  individual 
tests;  administers  threshold  tests  to  childrer.  sorted  out  by  screening; 
records  and  plots  graphs  of  all  threshold  tests. 

2.  Keeps  statistics  for  each  school,  makes  records  for  filing  and 
for  reporting  to  other  agencies;  prepares  monthly  and  annual  reports. 
Records  and  reports  all  children  whose  tests  indicate  a  need  for  follow- 
up  medical  examination  by  an  otologist. 

3.  Administers  individual  tests  at  the  hearing  center  to  physically 
handicapped  children,  mentally  retarded  children  and  those  with  behavior 
problems . 

U.  Visits  school  principals;  discusses  dates  and  facilities  available; 
checks  rooms  suggested  for  seating  area  and  noise  level. 

5.  Transports  equipment  for  testing  from  school  to  school;  sterilizes 
instruments  after  use  and  repacks  unit;  takes  equipment  to  ear  center  or 
to  repair  shop  when  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
audiometry. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  physiol- 
ogy of  hearing  and  of  diseases  and  injuries  affecting  hearing;  the  prin- 
ciples of  correctional  hearing  treatment;  the  kinds  of  audiometric  testing 
and  their  principles. 

Requires  ability  and  skill  to:   conduct  accurate  audiometric  tests; 
work  with  young  children  and  secure  their  cooperation;  work  cooperatively 
with  teachers,  nurses,  and  school  administrators;  plan  and  execute  an 
effective  test  schedule;  maintain  routine  statistical  records. 

license:  Requires  possession  of  a  valid  certificate  in  audiometry 
issued  by  the  state  department  of  public  health,  and  possession  of  a  valid 
health  and  development  credential  as  school  audiometrist  issued  by  the 
state  department  of  education. 


CLASS  TITLE:  AUDIOMETRIST   (continued)  CODE:   2^38 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   SPEECH  THERAPIST  CODE:   25U2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  provides  instruction,  training  and  other  corrective 
services  in  speech  therapy  for  persons  with  speech  defects  and  disorders; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
methods  and  procedures  pertaining  to  speech  therapy;  making  continuing 
contacts  with  patients  and  conferring  with  doctors,  nurses,  social  work 
students  and  other  therapists,  requiring  explanation  and  interpretation 
on  highly  specialized  matters;  preparing  important  technical  and  confi- 
dential records  and  reports.  Nature  of  work  requires  normal  physical 
effort  and  manual  dexterity,  under  good  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Performs  speech  therapy  with  individual  patients,  generally 
aphasics,  who  require  intensive  language  stimulation,  including  instruc- 
tion in  left  handed  writing,  reading  and  arithmetic;  performs  group  therapy 
as  required. 

2.  Confers  with  doctors,  nurses,  social  workers  and  other  therapists 
in  the  exchange  of  information. 

3.  Keeps  medical  records  and  prepares  reports  on  treatments,  progress 
and  results. 

k.      Obtains  and  prepares  various  therapy  materials  and  supplies,  as 
required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  completion  of  graduate 
course  work  in  speech  therapy.  Requires  at  least  two  years  experience 
in  rendering  speech  therapy  to  patients. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:  principles,  methods,  equipment  and  basic  theory  of  speech  therapy 
in  an  institutional  or  clinical  setting;  anatomy  and  physiology  of  skeletal, 
muscular,  neural  and  other  physical  structures  as  they  relate  to  speech; 
pathologies  and  injuries  which  result  in  speech  impairment;  principles  of 
psychology,  especially  as  they  relate  to  the  application  of  speech  therapy; 
child  growth  and  development  of  children  with  speech  defects. 

Requires  ability  and  skill  to:  plan,  organize,  direct  and  develop 
a  speech  therapy  program;  instruct  and  supervise  others  in  speech  therapy 
work;  understand  and  follow  physician's  prescriptions  and  other  technical 
instructions  involved;  instruct  and  gain  confidence  and  cooperation  from 
patients;  install  appropriate  attitudes  toward  speech  rehabilitation;  in- 
struct parents  and  others  in  the  care  and  treatment  of  children  with 
speech  defects. 


CLASS  TITLE:   SPEECH  THERAPIST   (continued)  CODE:   2£1±2 

Certificate  Requirements:   Requires  registration  as  a  speech  therapist 
with  the  american  association  of  hearing  and  speech  therapists. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:   Original  entrance  examination 


CLASS  TITLE:   HANDICRAFT  INSTRUCTOR  CODE:   2$U6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  carries  out  a  prescribed  program  of 
subprofessional  occupational  therapy  activities  in  connection  with  the 
rehabilitation  of  patients  or  inmates  at  a  hospital,  convalescent  or 
rest  home;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for  the  performance  of  duties  in  ac- 
cordance with  detailed  instructions  and  established  procedures;  continu- 
ing contacts  with  patients  and  some  contact  with  volunteer  workers. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  instructing  and  training  patients  in  various  craft 
room  or  shop  and  handicraft  activities  such  as  woodworking,  art  work  and 
painting  of  various  objects,  leather  craft,  metal  craft,  lapidary,  tile 
mosaic,  ceramic  work  and  basket  weaving. 

2.  Performs  similar  duties  at  patient's  bedside;  wheels  cart  con- 
taining handicraft  materials,  tools,  etc.  to  patients  on  various  wards; 
carries  out  instructions;  trains  and  assists  patients  in  performing  var- 
ious handicraft  operations  as  prescribed  by  attending  physicians. 

3.  May  perform  duties  of  orderly  and  other  related  duties  as  re- 
quired or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  one  year  of  experience  in  crafts  instruction  or 
similar  work,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge  of 
the  operation  of  various  hand  and  power  tools  and  light  equipment,  such 
as  woodworking,  jigsaw,  planer,  lapidary  cutting  and  polishing  equipment, 
potter's  wheel,  etc. 

Requires  skill  and  ability  to  work  with  patients  in  instructing  and 
assisting  them  with  various  handicraft  projects  in  a  kind,  congenial  and 
helpful  manner. 

PROMOTIVE  LINES: 

To;  No  normal  line  of  promotion. 

From:  Original  entrance  examination. 


CLASS  TITLE:  OCCUPATIONAL  THERAPIST  CODE:   25U8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  the  treatment  and  rehabili- 
tation of  patients  in  hospitals  and  other  institutions  by  providing 
them  with  directed  occupational  therapy  activities  according  to 
prescriptions  of  attending  physicians;  and  performs  related  duties  as 
required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures;  achieving  minor  economies  and/or  preventing  minor 
losses  through  proper  use  and  handling  of  equipment,  materials  and 
supplies;  making  regular  contacts  with  patients  and  other  employees; 
preparing  simple  routine  records  and  reports  of  patient  treatment  and 
progress.  Work  involves  some  physical  effort  in  standing,  walking, 
bending  and  manual  dexterity,  with  some  minor  exposure  to  accident  or 
health  hazards  and  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  administers  occupational  therapy  treatment  programs 
for  patients  as  prescribed  by  physicians. 

2.  Conducts  various  performance  tests  with  individual  patients 
in  the  skills  applied  to  activities  of  daily  living;  gives  personal 
instruction  and  help  in  the  areas  of  demonstrated  deficiencies. 

3.  Constructs  self-help  equipment  and  hand  splints  to  enable 
patients  to  perform  normal  skills  and  engage  in  therapeutic  activities; 
assists  patients  in  completing  assigned  projects  such  as  leathercraft, 
weaving  and  sewing;  instructs  patients  in  self-feeding  skills  and 
transfer  activities. 

U.  Assists  patients  to  tilt  table;  straps  them  into  position; 
adjusts  their  angle  of  standing  to  best  suit  their  condition. 

5>.  Requisitions  equipment,  materials  and  supplies  to  be  used  in 
occupational  therapy  activities  as  required. 

6.  Maintains  individual  patient  charts  indicating  treatments, 
objectives  and  progress;  prepares  initial  and  periodic  reports  of 
progress. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  occupational  therapy,  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of  modern  occupational  therapeutic  principles  and  practices,  including 
various  applied  arts  and  handcrafts. 

Requires  ability  and  skill  to:  work  with  and  inspire  confidence 
of  patients  having  a  wide  range  of  physical  and  mental  handicaps;  use 
various  hand  and  power  tools  normal  to  the  occupational  therapist's 
duties;  carry  out  a  program  of  therapy  to  meet  the  needs  of  individual 
patients. 


CLASS  TITLE:  OCCUPATIONAL  THEPAPIST   (continued)  CODE:   2£1|8 

License  or  Certificate  Requirements:   Requires  registration  as 
an  occupational  therapist. 

PROMOTIVE  LINES: 

To:   Senior  Occupational  Therapist 

From:  Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  OCCUPATIONAL  THERAPIST  CODE:   2550 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  supervises  and  participates  in  the  treatment 
and  rehabilitation  of  patients  in  hospitals  and  other  institutions  by 
providing  them  with  directed  activities;  assigns  activities  according 
to  prescriptions  of  physicians;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
occupational  therapy  methods  and  procedures;  achieving  economies  and/or 
preventing  losses  through  enforcing  the  proper  and  efficient  handling 
of  equipment,  materials  and  supplies;  making  routine  contacts  with 
employees,  nurses,  physicians  and  individual  patients;  making,  gather- 
ing and  reviewing  simple  records  and  reports  of  time  and  work  accomp- 
lished and  patient  treatment  and  progress.  Nature  of  position  requires 
sustained  physical  effort  including  standing,  walking,  bending  and 
manual  dexterity,  with  some  exposure  to  illness,  accident  and  health 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

Supervises  a  number  of  occupational  therapists  and  students- 
in-tr'-.ining  in  treating  patients  with  occupational  therapy  as  pres- 
cribed by  referring  physicians;  interprets  departmental  policies,  rules 
and  regulations  to  subordinate  employees;  assigns  duties;  checks  and 
evaluates  work  performance. 

2.  Plans  treatment  programs  for  each  referred  patient;  evaluates 
capabilities;  supervises  and  participates  and  carries  out  treatments. 

3.  Supervises  and  participates  in  the  testing  and  training  of 
patients  to  feed  themselves,  to  get  in  and  out  of  bed  and  to  perform 
other  activities  normal  to  daily  living. 

U.  Operates  tilt  tables;  straps  patients  to  them  and  determines 
proper  angle  and  duration  of  time  that  each  patient  can  tolerate; 
makes  self-care  devices  such  as  feeding  utensils  and  hand  splints. 

5.  Supervises  and  participates  in  initiating  handicraft  pro- 
jects such  as  leatherwork,  sewing  and  woodwork;  assists  patients  in 
completing  such  projects. 

6.  Prepares  annual  budgetary  needs  for  personal  services,  equip- 
ment, materials  and  supplies;  prepares  quarterly  and  annual  reports 

as  to  case  treatment  load  and  patient  progress;  replenishes  department 
equipment,  materials  and  supplies  as  needed. 

7.  Attends  clinics  and  conferences  pertaining  to  treatment  of 
patients;  confers  with  physicians  and  others  concerned  on  treatment 
plans  and  required  changes;  plans  recreational  activities  for  patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  occupational  therapy. 

Requires  at  least  two  years  of  clinical  working  experience,  in- 
cluding demonstrated  supervisory  ability,  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:   SENIOR  OCCUPATIONAL  THERAPIST   (continued)    CODE:   25£0 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  knowledge 
of  modern  occupational  therapeutic  principles  and  practices,  including 
various  applied  arts  and  handicrafts. 

Requires  ability  and  skill  to:  plan,  organize,  supervise  and  inspect 
work  of  subordinates;  work  with  and  inspire  confidence  of  patients  with 
a  wide  range  of  physical  and  mental  handicaps;  use  the  various  hand  and 
power  tools  normal  to  the  occupational  therapist's  duties;  carry  out 
and  plan  a  program  of  therapy  to  meet  the  needs  of  individual  patients. 

License  or  Certificate  Requirements:   Requires  registration  as  an 
occupational  therapist. 

PROMOTIVE  LINES. 

To:  No  normal  line  of  promotion. 

From:  Occupational  Therapist 


CLASS  TITLE:  DIRECTOR  OF  DIVERSIONAL  ACTIVITIES  AND       CODE:   2552 
VOLUNTEER  SERVICES 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  an  institutional  program  of  di- 
versional  activities  and  volunteer  services  concerned  with  the  treatment, 
care  and  rehabilitation  of  residents  and  patients;  orients  and  trains 
volunteer  workers  and  supervises  their  activities;  trains  and  supervises 
regularly  assigned  personnel;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating,  origi- 
nating, and  executing  policies,  methods  and  procedures  for  the  overall 
administration  of  diversional  activities  and  v.  L  inteer  services;  achiev- 
ing considerable  economies  and/or  preventing  considerable  losses  through 
the  efficient  organization  and  administration  of  a  number  of  activities 
and  services  which  directly  and  indirectly  amount  to  a  large  sum;  making 
continuing  contacts  with  other  departments,  employees  and  representatives 
of  civic  and  volunteer  organizations  and  groups  involving  discussions, 
explanation  and  interpretation  of  all  diversional  activities  and  volunteer 
services  in  order  to  obtain  their  cooperation  and  assistance;  gathering 
and  compiling  information,  operating  data  and  records  of  activities  and 
services.   Nature  of  work  involves  considerable  sustained  physical  effort 
with  normal  exposure  to  health  and  accident  hazards  and  occasional  dis- 
agreeable elements. 

EXAMPLES  OF  DUTIES: 

1.  Cooperates  with  various  community,  ci    :tnd  welfare  agencies 
engaged  in  performing  work  in  the  related  fields  of  diversional  and  volu  - 
teer  activities;  develops  and  maintains  high  level  public  relations  with 
such  groups;  interprets  and  explains  institutional  rules  and  regulations. 

2.  Supervises  and  assists  in  teaching  diversional  handicrafts  and 
skills  to  hospital  ;atients  and  ambulatory  residents;  plans  and  instructs 
in  the  making  of  articles  for  disposal  through  the  institutional  gift  shop; 
prices  articles  for  sale. 

3.  Plans  and  supervises  entertainment  programs  for  various  wards 
throughout  the  institution  for  both  hospital  and  ambulatory  patients  in 
wards  and  in  the  institution's  auditorium. 

h.  Plans,  supervic.s  and  assists  in  conducting  the  adult  education 
program. 

5.  Organizes,  Supervises  and  assists  in  the  maintenance  of  an  ade- 
quate system  of  records  of  various  types  of  activities;  sets  up  specific 
programs  for  various  wards  and  prepares  related  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  bacc a. aureate  degree  with  major  course  vork  in  oc- 
cupational therapy,  preferably  including  or  supplemented  by  courses  in 
adu  t  recreation  and/or  social  welfare. 


CLASS  TITLE:  DIRECTOR  OF  DIVERSIONAL  ACTIVITIES  AND        CODE:   2552 
VOLUNTEER  SERVICES   (continued) 

Requires  at  least  five  years  of  increasingly  responsible  supervisory 
experience  in  a  program  of  adult  recreation  and  handicrafts  activities; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,,  Abilities  and  Skills:  Requires  a  thorough  working  know- 
ledge of:  arts  and  crafts  as  applied  to  adult  recreational  and  rehabili- 
tation programs;  public  relations  work  as  applicable  to  the  organization 
and  direction  of  community  agencies  and  civic  groups. 

Requires  exceptional  skill,  tact  and  ability  to  solicit,  organize 
and  supervise  programs  for  diversional  activities  and  volunteer  services 
as  applied  to  residents  and  patients  of  a  large  public  health  and  welfare 
institution. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:  Original  entrance  examination. 
Senior  occupational  therapest. 


CLASS  TITLE:   PHYSICAL  THERAPY  AIDE  CODE:   255U 

CHARACTERISTICS  OF  THE  CLASS: 

ider  immediate  supervision,  assists  in  administering  physical 
therapy  treatments  as  prescribed  under  the  supervision  of  a  physical 
therapist;  observes  patients  and  reports  any  unusual  condition  or 
behavior  to  the  physical  therapist;  prepares  simple  records;  and 
performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  physical 
therapy  te.hmques,  methods  and  procedures;  making  routine  contacts  with 
other  employees,  individual  patients,  nurses  and  physicians.   Nature  of 
work  requires  sustained  physical  effort  and  manual  dexterity  involving 
continuous  light  work  and  occasional  heavy  work  in  administering  physi- 
cal therapy  treatments,  with  some  exposure  to  illness  and  accident  haz- 
ards and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  administering  physical  therapy  treatments,  including 
therapeutic  exercises,  manual  reduction,  muscle  testing,  gait  training 
and  massage, 

2.  Assists  in  using  and  applying  various  physical  means  of  treat- 
ment of  diseases  or  injuries,  including  dry  and  moist  heat,  massage, 
light,  water  and  ele  ■      .;  observes  precautions  for  safe  and  efficient 
application  of  all  methods, 

3.  Checks  and  observes  adverse  changes  in  conditions  of  patients; 
reports  unusual  signs  of  symptoms  to  the  physical  therapist,  nursing 
staff  or  physicians. 

h.    Assists  in  treating  patients  in  self -care  activities  and  exer- 
cise; and  correct  gait  patterns  with  such  supports  as  may  be  necessary, 
including  parallel  bars,  walkers,  crutches  and  canes. 

5.  Where  indicated,  may,  under  supervision,  apply  sterile  dress- 
ing following  treatments  and  exercises,  including  ace  bandages,  splints 
arid  traces;  assists  in  preparing  patients  for  examination. 

6.  May  clean  physical  therapy  spaces;  pick  up  and  deliver  physical 
therapy  equipment;  may  make  or  assist  in  making  repairs  and  maintaining 
physical  therapy  equipment  in  proper  working  condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  two  years  of  experience  in  a  governmental  agency  or  in  an 
institution  in  performing  patient  care  duties  or  assisting  with  physical 
therapy  treatments;  or  an  .equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills;  Requires  a  working  knowledge  of* 
theory  and  application  of  physical  therapy  rehabilitation  methods  and 
treatments. 

Requires  natural  interest,  ability  and  skill  to  work  with  incap- 
itated  individual  patients  and  groups  and  follow  routine  oral  and 
'  Ln  instructions. 


CLASS  TITLE:  PHYSICAL  THERAPY  AIDE  (Continued)  CODE:   2^5U 

PROMOTIVE  LINES: 

To:   Physical  Therapist 

From:  Licensed  Vocational  Nurse 
Orderly 
Original  entrance  examination 


CLASS  TITLE:  PHYSICAL  THERAPIST  CODE:   2556 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  administers  physical  therapy  treatments  as  pres- 
cribed by  referring  physicians;  observes  any  physical  changes  in  patients 
and  reports  to  physicians  and  others  concerned;  instructs  physical  therapy 
aides  in  assisting  with  simple  therapy  treatments;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for:  following  established  physical 
therapy  techniques,  methods  and  procedures;  achieving  minor  economies 
and/or  preventing  minor  losses  through  proper  handling  of  equipment, 
materials  and  supplies;  making  routine  contacts  with  other  employees, 
individual  patients,  nurses  and  physicians.   Nature  of  position  requires 
sustained  physical  effort  and  manual  dexterity  involving  continuous 
light  work  and  occasional  heavy  work  in  administering  physical  therapy 
treatments,  with  some  exposure  to  illness  and  accident  hazards  and  disa- 
greeable elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers  physical  therapy  treatments  according  to  physicians' 
prescriptions  including  therapeutic  exercises,  manual  reduction,  manual 

muscle  testing,  gait  training  and  massage. 

2.  Uses  and  applies  various  physical  means  of  treatment  of  diseases 
or  injuries  including  dry  and  moist  heat,  massage,  light,  water  and 
electricity;  observes  precautions  for  the  safe  and  efficient  application 
of  all  methods. 

3.  Checks  and  observes  adverse  changes  in  conditions  of  patients; 
reports  unusual  signs  and  symptoms  to  medical  or  nursing  staff. 

U.   Instructs  student  vocational  nurses  and  non-professional  per- 
sonnel in  elementary  physical  therapy  procedures  and  techniques. 

5.  Instructs  and  tr'-^ts  patients  in  self-care  activities  and  exer- 
cises; also  in  correct  gait  patterns  with  such  supports  as  may  be  nec- 
essary including  parallel  bars,  walkers,  crutches  and  canes. 

6.  Where  indicated,  applies  sterile  dressings  following  treatments 
and  exercises,  including  ace  bandages,  splints  and  braces;  assists  in 
preparing  patients  for  examination;  reports  patients'  progress  to 
physician. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  approved  school 
of  physical  therapy;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of  the  theory  and  application  of  physical  therapy  rehabilitation  methods 
and  treatments. 

Requires  natural  interest,  ability  and  skill  to  work  with  incapacitated 
individual  patients  and  groups. 

License  or  Certificate  Requirements:  Requires  registration  as 
a  physical  therapist  with  the  state  board  of  medical  examiners. 


CLASS  TITLE:   PHYSICAL  THERAPIST  (Continued)  CODE:   2^56 

PROMOTIVE  LINES: 

To:   Senior  Physical  Therapist 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  PHYSICAL  THERAPIST  CODE:   2558 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  and  participates  in  administering 
physical  therapy  treatments  as  prescribed  by  referring  physicians; 
observes  any  physical  changes  in  patients  and  reports  to  physicians  and 
others  concerned;  instructs  physical  therapists  and  aides  in  administer- 
ing physical  therapy  treatments;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
policies  and  physical  therapy  techniques,  methods  and  procedures; 
achieving  moderate  economies  and/or  preventing  moderate  losses  through 
enforcing  the  proper  handling  of  equipment,  materials  and  supplies; 
making  regular  contacts  with  employees  and  patients,  nurses  and  physi- 
cians and  occasionally  with  outside  organizations  and  representatives. 
Nature  of  duties  involves  sustained  physical  effort  and  occasional  heavy 
work  and  considerable  manual  dexterity  with  some  exposure  to  illness 
and  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  physical  therapists  and  students-in- 
training  in  administering  physical  therapy  treatments  as  prescribed  by 
referring  physicians;  interprets  departmental  policies,  rules  and 
regulations  to  subordinate  employees;  assigns  duties;  checks  and  eval- 
uates work  performance. 

2.  Plans  treatment  programs  for  each  referred  patient;  supervises 
and  participates  and  carries  out  treatments. 

3.  Supervises  and  administers  physical  therapy  treatments  accord- 
ing to  physicians'  prescriptions,  including  therapeutic  exercises, 
muscle  re-education,  manual  muscle  testing,  gait  training,  massage, 
electrotherapy,  hydrotherapy,  light  and  other  therapy. 

k.      Instructs  student  vocational  nurses,  students-in-training 
and  auxiliary  personnel  in  elementary  physical  therapy  rehabil' Nation 
procedures  and  techniques. 

5.  Instructs  and  treats  patients  in  self-care  activities  and 
exercises;  also  in  correct  gait  patterns  with  such  supports  as  may  be 
necessary  including  parallel  bars,  walkers,  crutches  and  canes. 

6.  Cooperates  with  occupational  therapists  and  personnel  of  other 
departments  in  endeavoring  to  achieve  maximum  rehabilitation  of  parents; 

schedules  patients  for  consultation  with  physician  specialists;  assists 
in  preparing  patients  for  examination;  reports  history  treatment  and 
progress  to  physicians,. 

7.  Attends  meetings  of  department  heads;  interprets  administrative 
orders  to  staff  personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  approved  school 
of  physical  therapy. 

Requires  two  years  of  experience  in  applying  physical  therapy 
rehabilitation  techniques,  including  demonstrated  supervisory  ability; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE;   SENIOR  PHYSICAL  THERAPIST  (Continued)         CODE:   2558 

Knowledge,  Abilities  and  Skills;  Requires  thorough  working  know- 
ledge of  the  theory  and  application  of  physical  therapy  rehabilitation 
methods  and  treatments. 

Requires  natural  interest,  ability  and  skill  to  work  with  incap- 
acitated individual  patients  and  groups,  and  to  instruct,  train  and 
supervise  subordinates. 

License  or  Certificate  Requirements:  Requires  registration  as  a 
physical  therapist  with  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Physical  Therapist 


CLASS  TITLE:   CHIROPRACTIC  CONSULTANT  CODE:   2562 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  reviews  and  makes  recommendations  on 
requests  for  authorizations  for  chiropractic  treatment  of  patients  under  the 
public  assistance  medical  care  programs;  and  performs  related  duties  as 
required . 

Requires  responsibility  for:   developing,  coordinating,  and  exe- 
cuting policies,  methods  and  procedures  within  the  chiropractic  con- 
sultant field;  achieving  considerable  economies  and/or  preventing 
considerable  losses  through  judicious  consideration  and  authorization  of 
chiropractic  services  in  the  treatment  of  patients  under  public  assis- 
tance programs;  making  contacts  with  individual  patients,  physicians, 
nurses  and  auxiliary  personnel;  preparing,  checking  and  reviewing  im- 
portant, detailed,  complex,  medical  and  technical  records  and  reports. 
Nature  of  duties  requires  sustained  physical  effort  involving  light  work, 
manual  skill  and  dexterity,  with  some  exposure  to  accident  and  health 
hazards  and  disagreeable  elements  inherent  in  the  specialized  field. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  authorizes  all  requests  for  chiropractic  treat- 
ments; advises  on  treatments  to  be  given  by  individual  chiropractors. 

2.  Supervises  patients'  dietary  requirements;  examines  and  passes 
upon  requests  for  physical  examinations,  including  related  laboratory 
tests  and  X-ray  examinations. 

3.  Consults  with  chiropractors,  as  necessary,  to  explain  and 
clarify  treatments  authorized  or  refused. 

h.      Consults  with  welfare  department  administrative  and  supervisory 
personnel  regarding  existing  policies,  methods  and  procedures;  makes 
changes  and  corrections,  as  necessary. 

5.   Confers  and  cooperates  with  the  accounting  division  concerning 
questionable  payments  and  other  financial  matters  effecting  patients' 
treatments. 

MINIMUM  QUALIFICATIONS: 

raining  and  Experience:  Requires  graduation  from  a  recognized 
chiropractic  college. 

Requires  at  least  five  years  of  professional  experience  as  a 
practicing  chiropractor;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Al  llities  and  Skills:   Requires  highly  professional 
knowledge  and  skill  in  the  chiropractic,  field  and  the  ability  and  skill 
to  make  expert  diagnosis,  interpretations  and  recommendations  on  a 
consultative  level. 

License  or  Certificate  Requirements:  Requires  possession  of  a 
license  as  a  chiropractor  issued  by  the  state  board  of  chiropractic 
examiners. 

PROMOTIVE  LINES: 

No  normal  line  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:  PODIATRIST  CODE:  256U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  participates  in  administer- 
ing treatments  to  patients  suffering  from  affections  and  disorders  of 
the  feet;  supervises  advanced  chiropody  students  in  administering  treat- 
ments; and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  interpreting  existing 
policies  and  procedures;  making  responsible  contacts  with  patients, 
physicians,  nursing  and  auxiliary  personnel,  maintaining  podiatric  treat- 
ment records  of  patients  and  preparing  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  treatment  of  patients  for  feet  disorders  in  clinic 
where  treatment  is  administered  by  advanced  students  of  chiropody. 

2.  Personally  treats  special  and  difficult  cases  involving  feet 
affections  and  disorders;  refers  patients  to  other  departments  for  treat- 
ment when  necessary. 

3.  Assigns  and  processes  treatment  record  cards  of  patients;  main- 
tains completed  case  files. 

h.   Recommends  advanced  podiatry  students  for  appointment  as  podiatry 
externs;  assumes  responsibility  for  the  activities  of  students  while  in 
training. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  recognized  college 
of  chiropody. 

Requires  at  least  two  years  of  experience  in  the  field  of  podiatry; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  extensive  professional 
knowledge  of  podiatry  and  its  application  to  the  treatment  of  a  wide 
variety  of  foot  affections  and  disorders. 

Requires  skill  and  ability  to  coordinate  activities  and  efforts 
with  podiatry  students,  nursing  and  auxiliary  personnel  and  to  under- 
stand and  accept  the  needs  of  indigent  patients. 

License;  Requires  possession  of  a  certificate  to  practice  chiro- 
pody issued  by  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

No  normal  line  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   REHABILITATION  COUNSELOR  CODE:   2^66 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  plans  individual  counseling  needs  for 
the  rehabilitation  of  hospital  patients;  assists  in  defining  and  imple- 
menting rehabilitation  objectives,  plans  and  programs;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and  pro- 
cedures applicable  to  the  patient  rehabilitation  program;  achieving 
moderate  economies  and/or  preventing  moderate  losses  through  proper  hand- 
ling of  equipment,  materials  and  supplies;  making  contacts  with  medical, 
social  service  and  nursing  staffs  as  well  as  with  representatives  of  out- 
side agencies;  maintaining  and  periodically  reviewing  important  detailed 
and  specialized  medical  records  and  reports  of  individual  patients. 
Nature  of  duties  involves  normal  physical  effort  and  manual  dexterity  with 
some  exposure  to  health  hazards  and  disagreeable  elements  inherent  in  the 
rehabilitation  program. 

EXAMPLES  OF  DUTIES: 

1.  Performs  rehabilitation  counseling  of  hospital  patients;  screens 
intake  patients  to  determine  personal  history  and  background;  evaluates 
information  as  an  aid  to  formulating  rehabilitation  objectives. 

2.  Administers  and  evaluates  various  interest  and  aptitude  tests; 
assists  developing  appropriate  rehabilitation  procedures  in  cooperation 
with  other  professional  and  auxiliary  personnel. 

3.  Participates  and  cooperates  with  assigned  rehabilitation  workers; 
observes  and  reports  results  of  screening  process;  discusses  and  deter- 
mines individual  patient's  limitations  in  terms  of  personal  history,  back- 
ground and  mental  and  physical  handicaps. 

It.   In  conjunction  with  rehabilitation  program,  defines  and  assists 
in  the  implementation  of  duties,  goals  and  objectives,  including  appro- 
priate job  placement  possibilities  upon  discharge  of  individual  patients; 
confers  and  participates  in  conferences  en  the  treatment  and  progress  of 
current  cases. 

5.  Counsels  patients  on  educational  and  employment  problems,  indi- 
cating limits  and  suggesting  possible  vocational  opportunities;  subse- 
quently follows-up  such  counseling  to  determine  effectiveness. 

6.  Prepares  statistical  and  narrative  reports  and  routine  case 
reports  on  individual  patients  including  related  correspondence  and  other 
pertinent  information. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
rehabilitation  counseling,  preferably  supplemented  by  additional  speci- 
alized graduate  study  in  rehabilitation  counseling  as  sponsored  by  the 
office  of  vocational  rehabilitation  of  the  federal  department  of  health, 
education  and  welfare. 


CLASS  TITLE:   REHABILITATION  COUNSELOR  (continued)        CODE:   2566 

Requires  at  least  two  years  of  successful  experience  as  a  rehabili- 
tation counselor  in  an  established  and  well  organized  institutional  pro- 
gram. Possession  of  a  masters  degree  in  rehabilitation  counseling  may  be 
substituted  for  one  year  of  experience,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge j  Abilities  and  Skills:   Requires  a  thorough  technical  and 
working  knowledge  of  the  field  of  rehabilitation  counseling  as  applied 
to  a  wide  range  of  institutional  patients. 

Requires  ability  and  skill  to:   apply  techniques  in  testing  and  eval- 
uating individual  capabilities;  deal  tactfully  and  courteously  with 
individual  patients;  work  successfully  with  other  employees  and  groups 
engaged  in  rehabilitation  activities. 

PROMOTIArE  LINES: 

To:   Coordinator  of  Rehabilitation  Services 

From:   Original  entrance  examination 


CLASS  TITLE:   COORDINATOR  OF  REHABILITATION  SERVICES       CODE:   2568 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  coordinates  the  institutional  physical 
medicine  rehabilitation  program,  including  such  services  as  medical  social 
work,  occupational  therapy,  educational  therapy,  physical  therapy  and 
counseling,  with  the  objective  of  assisting  patients  to  become  well  and 
adjusted;  develops  pertinent  rehabilitation  programs  in  cooperation  with 
the  medical,  surgical  and  nursing  staff  as  well  as  with  interested  outside 
agencies;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforc- 
ing existing  policies,  methods  and  procedures  applicable  to  the  rehabili- 
tation program;  achieving  moderate  economies  and/or  preventing  moderate 
losses  through  enforcement  of  proper  handling  of  equipment,  materials  and 
supplies;  making  regular  contacts  with  medical,  surgical,  occupational  and 
physical  therapy  personnel  and  other  professional  and  auxiliary  employees 
as  well  as  with  representatives  of  outside  agencies;  gathering,  checking 
and  reviewing  important  detailed  case  records  and  reports  relating  to 
individual  patient's  history,  treatment  and  progress.  Nature  of  duties 
involves  normal  physical  effort  and  manual  dexterity  with  very  little  acci- 
dent or  health  hazards  or  exposure  to  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  coordinates  various  types  of  rehabilitation  coun- 
seling and  treatment;  confers  with  other  departments  and  outside  community 
agencies  in  order  to  develop  and  maintain  maximum  rehabilitation  services 
to  patients . 

2.  Coordinates  and  participates  in  developing  applicable  policies 
and  procedures  and  placing  them  into  effect. 

3.  Conducts  orientation  programs  in  order  to  establish  an  integrated 
approach  to  assure  maximum  contribution  toward  the  full  recovery  of  indi- 
vidual patients. 

ii.   Conducts  staff  conferences  with  professional  and  auxiliary  personnel 
assigned  to  the  various  services;  confers  with  representatives  of  interested 
outside  agencies  to  obtain  maximum  assistance  in  development  and  imple- 
mentation of  the  rehabilitation  program;  maintains  liaison  with  employment 
agencies  and  outside  private  employers  to  assure  maximum  placement  opportu- 
nities for  discharged  patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  voca- 
tional guidance,  psychology,  physical  or  occupational  therapy,  or  health 
education. 

Requires  at  least  three  years  of  experience  in  physical  medicine 
rehabilitation  work  or  in  the  coordination  of  patient  services  such  as 
physical  therapy,  occupational  therapy  and  health  education  in  a  hospital, 
welfare  institution  or  similar  rehabilitation  facility.  Possession  of  a 
masters  degree  in  vocational  guidance,  psychology,  or  a  closely  related 
field  may  be  substituted  for  one  year  of  experience,  or  an  equivalent  com- 
bination of  training  and  experience. 


CLASS  TITLE:   COORDINATOR  OF  REHABILITATION  SERVICES        CODE:   2^68 

( continued) 

Knowledge,,  Abilities  and  Skills:   Requires  thorough  technical  and 
working  knowledge  of  the  field  of  physical  medicine  rehabilitation  and 
ability  to  develop  and  coordinate  an  effective  program  in  collaboration 
with  members  of  the  medical,  social  service  and  nursing  staffs. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:   Rehabilitation  Counselor 


CLASS  TITLE:   CLINICAL  PSYCHOLOGIST  CODE:   257U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  conducts  professional  level  psychological  examin- 
ations and  psychotherapy  of  emotionally  disturbed,  mentally  ill  and 
mentally  retarded  children  and  adults;  prepares  psychological  reports 
and  provides  consultation  services  to  the  courts,  psychiatrists  and 
allied  agency  personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting  the 
methods  and  procedures  of  an  assigned  clinic;  dealing  with  emotionally 
disturbed  and  mentally  ill  adults  and  children;  preparing  professional 
case  reports  of  findings  and  recommendations. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  diagnostic  interviews  with  normal,  emotionally 
disturbed,  mentally  ill  and  mentally  retarded  children  and  adults; 
administers,  scores  and  evaluates  appropriate  technical,  diagnostic 
psychological  tests  of  intelligence,  personality,  aptitude,  interest 
and  academic  skills;  reads  case  histories,  obtains  and  assembles  data 
from  other  agencies  and  writes  a  brief  resume  thereof  so  that  the 
psychological  report  may  be  interpreted  in  the  appropriate  context. 

2.  Consults  and  collaborates  with  the  senior  clinical  psychol- 
ogist, psychiatrists,  social  workers,  public  health  nurses',  probation 
officers,  school  department  personnel  and  others  and  makes  recommend- 
ations regarding  the  handling  and  disposition  of  cases. 

3.  Conducts  psychotherapy  (individual,  group  and  family)  under 
supervision  of  psychiatrists;  participates  in  staff  reviews  of  cases 
under  diagnosis  and  treatment;  maintains  records  of  therapy  sessions. 

U.  Arranges  for  admission  to  state  hospitals;  prepares  petitions 
to  court  and  expedites  the  processing  of  related  forms. 

5.  Visits  detention  cottages  to  interview  juveniles  in  detention 
and  suggests  methods  and  procedures  for  disposition  or  handling  of 
unusually  difficult  behavioral  cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  graduate  study 
with  a  Ph.  D.  degree  in  clinical  psychology,  including  courses  in 
psychological  diagnosis  and  psychotherapy,  and  one  year  of  supervised 
clinical  psychology  intern  experience. 

Requires  one  year  of  experience  in  the  practice  of  clinical 
psychology,  involving  administration  and  interpretation  of  tests, 
diagnosis,  and  treatment  of  individuals  at  various  age  levels;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
the  principles  and  practices  of  clinical  psychology  and  psychometry; 
personality  dynamics  and  child  and  adult  psychology;  the  psycho- 
therapuetic  methods  applicable  to  alcoholics  and  emotionally  disturbed 
children  and  adults. 


CLASS  TITLE:   CLINICAL  PSYCHOLOGIST  (continued)  CODE:   257U 

Requires  ability  and  skill  to:   exercise  resourcefulness  and  good 
judgment  and  demonstrate  controlled  sympathetic  understanding  of  people 
and  their  problems;  communicate  ideas  and  interpret  social  data,  field 
reports  and  medical  information  into  meaningful  and  useful  case  reports; 
and  apply  clinical  psychology  methods,  procedures  and  techniques. 

License:   Requires  certification  as  a  psychologist  by  the  psychology 
examining  committee  of  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

To:   Senior  Clinical  Psychologist 

From:   Original  entrance  examination 


CLASS  TITLE:  SENIOR  CLINICAL  PSYCHOLOGIST  CODE:   2576 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assigns,  sets  standards  for,  and  supervises 
the  work  of  one  or  more  clinical  psychologists  in  conducting  psychology- 
studies  and  in  the  treatments  of  adults  and  children;  administers  and 
evaluates  results  of  psychological  tests;  conducts  diagnostic  interviews; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   collaborating  in  the  development  and 
execution  of  the  clinic's  policies  and  methods;  making  continuing  con- 
tacts with  psychiatrists  and  other  medical  specialists,  and  representa- 
tives from  public  health,  probation,  welfare,  law  enforcement  and  the 
school  department;  the  preparation  and  review  of  case  reports  and  staff 
recommendations . 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  supervises  psychological  services  in  the 
assigned  clinic  to  aid  in  the  diagnosis,  prognosis  and  treatment  of 
adult  and  juvenile  cases;  collaborates  with  the  psychiatric  staff  in 
carrying  out  the  administrative  functions  of  the  clinic,  directing  the 
flow  of  work,  the  maintenance  of  records,  the  collection  of  statistical 
data  for  routine,  evaluative,  and  research  purposes,  and  the  coordina- 
tion of  psychological  and  psychiatric  services;  develops  the  necessary 
statistical  and  technical  forms  and  procedures  for  use  in  the  clinic. 

2.  Reads  and  evaluates  court  records,  social  agency  and  school 
reports;  secures  and  assesses  psychological  and  psychiatric  data  and 
case  material  from  many  sources;  consults  with  judges,  referees, 
probation  officers,  public  health  nurses,  social  workers,  teachers  and 
other  professional  personnel  both  in  individual  and  group  case  con- 
ferences. 

3.  Administers,  scores  and  interprets  a  variety  of  psychological 
tests  of  intelligence,  personality,  aptitude,  achievement,  interest  and 
other  specialized  areas  and  conducts  diagnostic  clinical  interviews 
with  mentally  ill,  emotionally  disturbed,  mentally  retarded  and  other 
seriously  maladjusted  children  and  adults  to  assess  their  problems  and 
assist  them  in  overcoming  their  difficulties;  conducts  both  individual 
and  group  psychotherapy  with  children  and  parents  and  other  adult  cases; 
prepares  psychological  reports,  presenting  diagnostic  test  and  interview 
findings,  clinical  evaluations  and  recommendations  for  the  treatment  and 
rehabilitation  of  disturbed  children  and  adults. 

U.   Confers  with  psychiatrists  and  staff  members  regarding  cases 
under  diagnosis  and  treatment;  conducts  staff  training  programs  both 
within  the  clinic  and  for  line  agency  personnel;  supervises  psycho- 
logical interns  and  plans  and  directs  their  practicum  and  training  in 
cooperation  with  university  professors. 

5.  Participates  in  community  programs,  giving  talks  and  serving 
on  committees  dealing  with  child  welfare  problems,  alcoholism  and  other 
topics  relating  to  the  activities  of  the  clinic. 


CLASS  TITLE:   SENIOR  CLINICAL  PSYCHOLOGIST  (continued)     CODE:   2576 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  graduate  study 
with  a  Fh.  D.  degree  in  clinical  psychology,  including  courses  in  psycho- 
logical diagnosis  and  psychotherapy,  and  one  year  of  supervised  clinical 
psychology  intern  experience. 

Requires  three  years  of  experience  in  the  practice  of  clinical 
psychology,  involving  administration  and  interpretation  of  tests, 
diagnosis  and  treatment  of  individuals  at  various  age  levels 5  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  principles  and  practices  of  clinical  psychology  and  psychometry; 
personality  dynamics  and  child  and  adult  psychology;  the  psycho- 
therapuetic  methods  applicable  to  alcoholics  and  emotionally  disturbed 
children  and  adults. 

Requires  ability  and  skill  to:   assign,  set  standards  for,  and 
supervise  the  work  of  a  staff  of  clinical  psychologists;  conduct  staff 
conferences;  review  and  discuss  case  reports  and  recommendations;  and 
to  apply  clinical  psychology  methods,  procedures  and  techniques. 

License:   Requires  certification  as  a  psychologist  by  the  psychology 
examining  committee  of  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

To:   Chief  Clinical  Psychologist 

From:   Clinical  Psychologist 


CLASS  TITLE:   CHIEF  CLINICAL  PSYCHOLOGIST  CODE:   2578 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the  organ- 
ization, professional  direction  and  evaluation  of  the  public  health  mental 
health  services  psychology  program;  professionally  supervises,  psychologi- 
cal personnel;  establishes  performance  standards  and  evaluates  results; 
serves  as  consultant  to  various  program,  clinic  and  bureau  heads;  confers 
with  community  agencies  and  others  concerned  in  the  overall  psychological 
program  and  mental  health  services;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  coordinating,  improving  and  execut- 
ing policies,  methods  and  procedures  pertaining  to  the  psychological 
program  and  services;  making  continuing  personal  contacts  to  establish 
and  maintain  public  relations  in  presenting  and  interpreting  established 
policies  and  procedures  for  the  overall  review  and  approval  of  important 
operational  and  technical  records  of  specific  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  coordinates  the  overall  psychological  program  and  serv- 
ices, including  the  assignment  of  psychologists  and  psychological  internes 
to  specific  program  areas;  establishes  standards  and  evaluates  individual 
personnel;  personally  deals  with  specific  problems  as  they  arise. 

2.  Serves  as  consultant  to  the  program  chief ^  clinic  directors, 
individual  bureau  chiefs,  psychologists  and  psychiatrists;  confers  with 
community  agencies  and  others  concerned  with  psychological  aspects  and 
problems  in  order  to  achieve  maximum  utilization  of  staff  and  available 
services. 

3.  Coordinates  and  conducts  professional  training  programs  for  staff; 
plans  and  directs  the  practicum  in  conjunction  with  university  faculties; 
participates  in  community  health  programs;  serves  on  committees  dealing 
with  psychological  and  mental  health  problems;  assists  in  planning  psych- 
ological aspects  of  community-wide  mental  health  programs. 

U.  Coordinates  and  collects  statistical  data  pertaining  to  mental 
health  services  in  order  to  evaluate  present  programs  and  provide  bases 
for  future  program  and  research  purposes;  develops  statistical  and  tech- 
nical forms  and  systems  for  use  in  collecting  appropriate  data;  coordi- 
nate, promotes  and  conducts  psychological  research  on  various  problems 
pertaining  to  mental  health. 

5.  Occasionally  performs  psychological  testing  and  psychotherapy 
on  difficult  cases  and  renders  professional  guidance  and  consultation 
on  matters  pertaining  to  psychological  services,  related  statistics  and 
specific  mental  health  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences  Requires  completion  of  graduate  study 
and  possession  of  a  Ph.D  degree  in  clinical  psychology. 

Requires  at  least  seven  years  of  experience  in  the  field  of  clin- 
ical psychology,  including  at  least  one  year  in  organization,  adminis- 
tration and  program  planning  of  a  clinical  psychological  program,  in  a 
psychiatric  setting;  or  an  equivalent  combination  of  training  and  ex- 
perience. 


CLASS  TITLE:   CHIEF  CLINICAL  PSYCHOLOGIST  (Continued)         CODE:   2^78 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  academic 
and  working  knowledge  of:   the  principles  and  practices  of  clinical 
psychology  and  psychometry;  personality  dynamics  and  child  and  adult 
psychology;  the  psychotherapeutic  methods  applicable  to  alcoholics  and 
emotionally  disturbed  children  and  adults. 

Requires  outstanding  ability  and  skill  to:  plan,  organize,  develop 
and  participate  in  psychology  programs  and  services;  direct  in-service 
and  staff  training  programs;  develop  and  participate  in  specific  psychol- 
ogical research  programs;  act  in  a  consulting  capacity  with  professional 
coworkers  and  various  technical  and  civic  groups. 

License:  Requires  certification  as  a  psychologist  by  the  psychology 
examining  committee  of  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion. 

From;   Senior  Clinical  Psychologist 


CLASS  TITLE:   DEPUTY  CORONER  CODE:   2$80 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  investigates  circumstances  of  deaths  coming  under 
jurisdiction  of  the  coroner;  takes  charge  of  bodies,  evidence  and 
valuables  of  deceased;  notifies  relatives  of  deceased;  prepares  detailed 
reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  policy  and  methods  of  the  coroner's  office;  making  field  and 
office  contacts  with  persons  emotionally  disturbed  by  the  death  of  a 
family  member;  compiling  and  preparing  detailed  investigation  reports. 
Nature  of  duties  involves  frequent  exposure  to  unpleasant  work  situations, 
such  as  total  accidents  and  other  unpleasant  surroundings. 

EXAMPLES  OF  DUTIES: 

1.  Responds  to  the  scene  of  all  death  calls  coming  under  coroner's 
jurisdiction;  examines  the  body  of  deceased  person  and  records  any 
pertinent  evidence;  examines  the  surrounding  vicinity  and  records 
findings;  interrogates  witnesses  at  the  scene  of  the  death;  notifies 
law  enforcement  agencies  necessary  for  a  more  intensive  investigation. 

2.  Searches  the  deceased  person  and  premises  for  money  and 
valuables;  records  valuables  on  official  property  receipt  with  signature 
of  qualified  witness  and  removes  the  property  to  the  coroner's  office 
for  safe  deposit;  removes  the  body  from  the  death  scene  to  the  coroner's 
department. 

3.  Contacts  next  of  kin  for  notification  of  death;  contacts  by 
phone  and  questions  private  physicians,  police,  associates,  witnesses 
and  relatives  for  additional  information;  assists  the  public  requesting 
pertinent  information. 

h.     Completes  record  page  containing  information  regarding  the 
deceased  person's  description  and  personal  data,  lists  of  witnesses  and 
list  of  properties  receipted  for  and  held  by  the  department;  prepares 
a  concise  case  history  containing  facts  surrounding  the  death  and/or 
medical  history  to  aid  other  interested  agencies,  medical  examiners  and 
for  possible  inquest;  compiles  special  statistical  reports. 

5.   Subpoenas  prospective  jury  members  and  witnesses  for  coroner's 
inquest;  acts  as  bailiff  in  the  courtroom  and  assists  the  coroner  in  the 
trial  proceedings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  two  years  of  experience  as  a  morgue 
ambulance  driver  or  in  related  field  investigation  work;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
operations  of  the  coroner's  department  and  the  principles  and  practices 
in  conducting  related  field  investigations. 


CLASS  TITLE;   DEPUTY  CORONER  (continued)  CODE:   2^80 

Requires  ability  and  skill  to;   enter  scenes  of  death  and  examine 
remains  under  various  circumstances;  deal  diplomatically  with  persons 
emotionally  disturbed  by  events  of  death;  compile  pertinent  information 
from  investigations  and  interviews;  prepare  clear,  complete  and  concise 
reports. 

License;  Requires  possession  of  a  valid  state  chauffeurs  license. 

PROMOTIVE  LINES; 

To;   Chief  Deputy  Coroner 

From;  Morgue  Ambulance  Driver 


CLASS  TITLE:   CHIEF  DEPUTY  CORONER  CODE:   2582 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises,  reviews  and  coordinates  the 
field  investigation,  report  preparation  and  morgue  attendant  activities 
of  the  coroner's  department;  performs  the  administrative  and  legal 
duties  of  the  coroner  in  his  absence;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   assisting  in  originating  and  develop- 
ing intra-department  policies;  making  regular  contacts  with  represent- 
atives of  other  city  departments  for  specialized  investigations; 
supervising  the  preparation  and  review  of  detailed  investigation 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  directs,  coordinates  and  reviews  the  activities  of 
the  deputy  coroners  and  morgue  ambulance  drivers  in  the  conduct  of  their 
field  operations  and  investigations;  analyzes  and  corrects  their  reports; 
examines  property  receipts  and  record  notations. 

2.  Notifies  appropriate  agencies,  such  as  police,  arson  squad, 
division  of  industrial  safety,  and  others,  of  the  need  for  specialized 
investigations;  provides  information  or  assists  the  various  agencies  or 
public  with  whom  the  coroner's  department  has  contact;  assists  the 
coroner  in  screening  cases  in  which  death  is  due  to  other  than  natural 
causes,  to  determine  whether  an  inquest  is  necessary. 

3.  Supervises  and  inspects  the  work  of  the  morgue  attendants  in 
assisting  physicians  in  performing  autopsies,  dressing  bodies  and 
maintaining  the  morgue  premises;  keeps  a  constant  check  on  cases 
remaining  unclaimed  in  the  morgue  and  directs  the  search  for  relatives; 
authorizes  burial  of  unclaimed  indigents  by  the  city  undertaker. 

h.     Reviews  subpoenas  to  be  sent  to  witnesses  and  assists  coroner 
in  the  conduct  of  inquests;  answers  correspondence  of  non-medical 
nature;  prepares  the  departmental  budget;  acts  for  the  coroner  in  his 
absence  and  performs  prescribed  administrative  and  legal  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  three  years  of  increasingly 
responsible  experience  as  a  deputy  coroner  in  the  coroner's  department; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  a  broad  knowledge  of 
state  codes  and  other  laws  and  regulations  pertaining  to  the  duties 
and  responsibilities  of  the  coroner's  department;  the  principles  and 
techniques  used  in  interviewing  and  conducting  investigations. 

Requires  ability  and  skill  to:   supervise  and  coordinate  coroner's 
investigations;  evaluate  investigation  reports  and  supplementary 
information;  determine  proper  courses  of  action;  establish  and  maintain 
effective  working  relationships  with  private  physicians,  law  enforcement 
personnel,  attorneys  and  the  general  public. 


CLASS  TITLE?   CHIEF  DEPUTY  CORONER   (continued)  CODE:   2£82 

PROMOTIVE  LINES? 

To;  No  normal  lines  of  promotion 

From;  Deputy  Coroner 


CLASS  TITLE:   CORONER  CODE:   258U 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  directs  the  activities  of  the 
coroner's  department  in  the  investigation  and  medical  evaluation  of  all 
deaths,  causes  undetermined;  establishes  work  and  procedural  standards 
and  reviews  the  performance  of  medical  personnel;  presides  at  coroner's 
inquests  and  examines  all  witnesses;  directs  the  preparation  of  official 
records  and  reports;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating, 
originating  and  executing  policies  and  methods  of  the  coroner's  depart- 
ment; making  continuing  contacts  with  law  enforcement  personnel,  doctors, 
attorneys  and  the  general  public;  directing  the  preparation,  approving, 
reviewing  and  maintenance  of  all  department  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs  and  evaluates  the  activities  of  the 
coroner's  department,  including  medical,  investigative,  custodial  and 
office  functions;  reviews  and  inspects  the  department's  operations  in 
accordance  with  state  laws,  court  policies,  professional  procedures  and 
sound  managerial  practices. 

2.  Observes  and  evaluates  the  activities  of  field  personnel  at  the 
scenes  of  death;  responds  to  scenes  of  homicides  to  offer  preliminary 
medical  information  on  causes  of,  and  circumstances  of  death. 

3.  Establishes  standards  for  conducting  autopsies  and  examines 

the  quality  of  work  of  the  medical  staff;  interprets  reports  of  physicians, 
toxicologist  and  pathologist. 

k-      Confers  with  medical  and  investigative  staff  to  determine  cause 
and  circumstances  of  death;  presides  at  inquest  in  coroner's  court  and 
examines  all  witnesses;  discusses  cases  with  private  physicians  and 
attorneys;  consults  with  homicide  inspectors  and  deputy  district 
attorneys  regarding  prosecution  details;  testifies  in  court. 

5.  Meets  with  public  to  discuss  medical  aspects  of  cases;  directs 
the  preparation  of  official  records  and  reports;  directs  the  accounting 
of  all  property  and  monies  acquired  through  investigation  of  deaths; 
supervises  the  preparation  of  payrolls  and  departmental  budget. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  accredited 
medical  college  or  university  with  a  doctor  of  medicine  degree. 

Requires  at  least  five  years  of  responsible  medical-administrative 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  professional  knowledge 
of:  medical-administrative  practices  and  procedures;  state  codes  and 
other  laws  and  regulations  pertaining  to  the  duties  and  responsibilities 
of  the  coroner's  department;  the  techniques  used  in  criminal  investiga- 
tion work. 

Requires  ability  and  skill  to:  plan,  organize  and  direct  the 
activities  of  the  coroner's  department;  establish  and  maintain  effective 


CLASS  TITLE;   CORONER  (continued)  CODE;   2$8Li 

working  relationships  with  private  physicians,  law  enforcement  personnel, 
attorneys  and  the  general  public;  evaluate  medical  and  investigative 
reports;  use  good  judgment  in  conducting  inquests „ 

Licenses  Requires  possession  of  a  license  to  practice  medicine 
issued  by  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES; 

To;  No  normal  lines  of  promotion 

From;   Original  entrance  examination 


CLASS  TITLE:   KITCHEN  HELPER  CODE:  2602 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  routine  tasks  in  the  cleaning 
of  kitchen  and  kitchen  utensils;  assists  in  the  preparation  and  serving 
of  food;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for  following  simple  oral  or 
written  instructions;  making  frequent  contacts  with  other  employees  on 
routine  matters.  Nature  of  work  requires  considerable  physical  and 
manual  effort  with  some  exposure  to  accident  and  injury  hazards  and 
somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Cleans  food  guerneys;  washes  utensils,  dishes  and  trays; 
cleans  kitchens,  pantries  and  dining  rooms;  cleans  refrigerators,  stoves 
and  other  kitchen  equipment;  sterilizes  food  containers;  operates  and 
cleans  automatic  dishwashers;  scrubs  and  otherwise  cleans  garbage  cans; 
removes  garbage  and  cleans  garbage  room. 

2.  Transports  food  guerneys  to  wards;  dishes  up  food  and  places 
on  trays,  as  marked;  sets  up  tray  guerneys;  checks  diet  slips  and  heats 
food  for  special  diets;  may  serve  meals  to  ward  patients. 

3.  Prepares  simple  foods  such  as  toast,  cereal,  sandwiches, 
salad,  beverages,  or  boiled  eggs;  assists  in  preparing  food  for  serving 
by  cutting  up  or  dishing  up  food  portions;  extracts  and  serves  fruit 
juices;  operates  a  coffee  making  machine. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  one  year  of  experience  in  kitchen 
helper  work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  working  knowledge 
of  the  use  and  care  of  simple  kitchen  utensils  and  equipment. 

Requires  the  ability  to  follow  simple  oral  or  written  instruc- 
tions and  to  cooperate  with  others  in  the  performance  of  routine  tasks. 

PROMOTIVE  LINES: 

To :  Vegetable  Man 

From:  Original  Entrance  Examination 


CLASS  TITLE:  VEGETABLE  MAN  CODE:  2608 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  number  of  routine  tasks  in 
connection  with  the  preparation  of  vegetables  for  cooking;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  following  simple  instructions  and  estab- 
lished procedures  and  for  the  safe  operation,  cleaning  and  care  of  machines 
used  in  the  preparation  of  vegetables.   Nature  of  work  requires  consider- 
able physical  effort  and  manual  dexterity  with  some  exposure  to  accident 
and  injury  hazards  when  operating  various  vegetable  washing,  slicing  and 
dicing  machines. 

EXAMPLES  OF  DUTIES: 

1.  Washes,  cleans  and  peels  potatoes  by  operating  potato  peeling 
machine;  cuts  and  dices  potatoes  and  other  vegetables  by  hand  and  by 
operating  appropriate  power  tools  and  equipment. 

2.  Cleans  and  services  various  machines,  tools  and  equipment  used 
in  the  vegetable  preparation  process. 

3.  Cleans  ice  boxes,  tables  and  vegetable  room  floor  as  required; 
helps  to  replenish  supplies  in  vegetable  room  and  ice  boxes. 

h.     May  perform  the  duties  of  a  kitchen  helper  when  required  to  do  so. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of  ele- 
mentary school,  supplemented  by  one  year  of  experience  as  a  kitchen  helper; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge 
of  the  operation,  cleaning  and  care  of  hand  and  power  utensils  used  in  the 
preparation  of  vegetables.  Requires  skill  and  ability  to  follow  simple 
written  or  oral  instructions  and  cooperate  with  other  workers  performing 
similar  tasks. 

PROMOTIVE  LINES: 

To:  Cook's  Assistant 

From:  Kitchen  Helper 


CLASS  TITLE:   CAFETERIA  HELPER  CODE:   2612 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  variety  of  routine  tasks  in 
a  hospital  or  rest  home  cafeteria  in  connection  with  the  serving  of  food, 
collecting  of  dishes  and  cleaning  of  tables  and  equipment;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:   following  simple  directions  in 
the  performance  of  simple,  routine  tasks;  making  frequent  contacts  with 
other  workers  and  institutional  personnel.  Nature  of  work  requires  con- 
siderable physical  and  manual  effort  with  some  exposure  to  accident  and 
injury  hazards. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  counters  with  portions  of  food  items  to  be  served;  serves 
customers  passing  alongside  counter;  subsequently  cleans  utensils  and 
counter  after  meals  are  served. 

2.  Fills  containers  and  sets  up  tables  in  the  cafeteria  dining  room; 
removes  soiled  dishes  from  tables  and  places  on  guerney;  wipes  individual 
trays  and  keeps  tables  washed  and  clean;  may  wash  dishes. 

3.  Punches,  counts  and  files  meal  cards  for  nurses  and  doctors. 

It.  Sweeps  dining  room  floors,  wipes  and  polishes  dining  room  furni- 
ture; cleans  and  oils  guerney s. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years 
elementary  school,  supplemented  by  one  year  of  experience  in  the  serving 
of  food  and  performing  other  related  duties  in  a  cafeteria  or  restaurant; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge  of: 
cafeteria  operations  in  the  preparation  and  serving  of  food  portions,  and 
in  performing  incidental  tasks. 

Requires  ability  to:   follow  simple  instructions,  cooperates  with 
others  in  the  performance  of  similar  duties;  deal  tactfully  and 
courteously  with  cafeteria  patrons. 

PROMOTIVE  LINES: 

[o:  Dining  Room  Steward 
Special  Diet  Aide 

From:  Kitchen  Helper 

Original  Entrance  Examination 


CLASS  TITLE:   SCHOOL  LUNCHROOM  HELPER  CODE:   26lU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  the  preparation  of  a  variety 
:ods  served  in  a  school  lunchroom;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   following  established  methods  and  pro- 
cedures relating  to  the  preparation  and  serving  of  food  in  school  lunch- 
rooms; following  simple  oral  or  written  instructions;  making  frequent 
contacts  with  students,  faculty  and  other  employees;  preparing  simple 
records  relative  to  purchase  and  sale  of  food  in  lunchroom.  Nature  of 
work  requires  considerable  physical  and  manual  effort  with  some  exposure 
to  accident  and  injury  hazards. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  preparation  of  a  variety  of  food,  such  as  vegetab- 
les, meats,  soups,  pies  and  pastries;  washes,  peels  and  prepares  foods 
and  vegetables;  cleans  and  dresses  poultry  and  fish;  washes,  cuts,  bones 
and  trims  meat;  prepares  meatloaf  and  other  dishes. 

2.  Prepares  coffee,  tea  and  other  beverages;  prepares  salads,  sand- 
wiches, soups  and  box  lunches;  serves  food  to  students  and  faculty 
members. 

3.  Washes  dishes,  pots,  equipment,  stoves,  steamtables,  worktables 
and  performs  other  duties  relative  to  keeping  the  kitchen,  lunchroom  and 
storage  rooms  clean  and  orderly. 

U.  May  sell  candy,  sandwiches,  milk  shakes,  ice  cream,  pies  and  other 
items;  operates  cash  register;  distributes  petty  cash;  reads  registers; 
counts  and  reconciles  cash;  rolls  money. 

5.  May  operate  dishwashing  machine  and  rinser;  may  assist  lunchrom 
manager  in  estimating  food  needs,  keeping  records  and  inventories  and 
preparing  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of  el- 
ementary school,  supplemented  by  two  years  of  routine  kitchen  work 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of: 
a  variety  of  foods,  their  preparation  and  serving;  use  and  care  of 
dishes,  food  implements  and  kitchen  utensils;  sanitary  methods  used 
in  food  preparation  and  storage. 

Requires  ability  to:  understand  and  carry  out  instructions;  deal 
•fully  and  friendly  with  school  children  and  faculty  members;  work 
harmoniously  with  fellow  lunchroom  employees;  prepare  simple  clerical 
reports  relating  to  the  sale  and  purchase  of  food  items, 

PROMOTIVE  LINES: 

To.   School  Lunchroom  Cook 

Froms  Original  entrance  examination 


CLASS  TITLE:   FOOD  SERVICE  SUPERVISOR  CODE:   2618 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  operations  and  services  of 
dining  rooms  in  a  large  institution;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  carrying  out  and  interpreting  policies 
and  procedures  to  subordinates;  effecting  economies  through  prevention 
of  loss  or  pilferage  of  dining  room  supplies;  making  frequent  contacts 
with  inmates  and  institution  personnel;  keeping  routine  records  and  pre- 
paring routine  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  subordinate  personnel  and  inmate  help  assigned  to 
dining  rooms;  inspects  dining  room  staff  for  personal  hygiene. 

2.  Supervises  the  serving  of  meals,  storage  of  food,  and  collection 
and  washing  of  dishes,  silverware  and  trays. 

3„  Checks  dishwashing  machines  for  proper  operation;  checks  food 
refrigeration  and  warming  equipment  for  proper  temperatures. 

h.    Inspects  dining  room  furniture  and  equipment  for  cleanliness 
and  proper  repair, 

5.  Draws  foodstuffs  and  supplies  from  central  storeroom;  is  res- 
ponsible for  issue  and  custody  of  same. 

6.  Recommends  procedures  for  economical  use  and  improvements  of 
foodstuffs  and  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  two  years  of  experience  as  a  cook;  or  an 
equivalent  combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
the  operation  of  a  large  institutional  dining  room;  laws  and  codes 
pertaining  to  the  operation  of  a  dining  room;  the  principles  of  hygiene 
and  sanitation. 

Requires  skill  and  ability  to:  assign,  supervise  and  inspect  the 
work  of  subordinates  engaged  in  the  operations  of  a  large  dining  room; 
deal  tactfully  and  courteously  with  inmate  and  institutional  personnel 
using  dining  room  facilities. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Cook 


CLASS  TITLE:  SPECIAL  DIET  AIDE  CODE:   2622 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  number  of  specialized 
kitchen  helper  duties  in  the  dietary  and  ward  kitchens  in  the  preparation 
of  special  diets  for  patients;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  in  the  handling  and  processing  of  various  food  products 
for  special  diet  purposes:  achieving  minor  economies  and/or  preventing 
minor  losses  through  efficient  and  economical  handling  of  equipment, 
materials  and  supplies;  making  routine  contacts  with  other  employees 
and  immediate  supervisors;  keeping  simple  routine  records  of  types  and. 
quantities  of  foods  processed  in  relation  to  special  menus.  Nature  of 
work  requires  sustained  physical  effort  involving  continuous  light  work 
and  occasional  heavy  work;  and  manual  dexterity  with  continuous  exposure 
to  minor  accident  and  injury  hazards  and  somewhat  disagreeable  elements 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  preparing  food  items  for  patients'  special  diets, 
such  as  diabetic  and  other  special  meals;  assists  in  preparing  fruits, 
salt-free  cereals,  salt-free  butter,  salads,  desserts  and  other  foods, 
as  necessary  or  prescribed. 

2.  Arranges  food  items  on  special  diet  trays,  including  salad, 
milk,  tea  or  juice;  serves  hot  foods  such  as  meat,  vegetables  and 
starches  as  may  be  required  in  special  diets  on  the  various  wards. 

3.  Serves  special  diet  trays,  works  at  diabetic  station  in  the 
diet  laboratory;  prepares  special  salads,  desserts  and  other  items, 
as  required  and  directed. 

h.      Prepares  special  diets  for  employees  in  the  general  dining 
room  as  prescribed  for  specific  cases. 

5.  Prepares  baby  formulas  according  to  specific  chart  require- 
ments; sterilizes  formulas  in  electric  cooker  using  the  terminal 
sterilizer;  stores  in  refrigerator;  washes  and  sterilizes  baby  bottles 
and  nipples. 

6.  Cleans  and  services  special  diet  food  guerneys,  trays,  kitchen 
equipment,  tables  and  working  areas. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  of 
high  school,  preferably  supplemented  by  specialized  training  in  food 
handling,  and  at  least  one  year  of  experience  as  a  kitchen  helper  in 
a  hospital  kitchen,  dietary  kitchen  or  dietary  laboratory,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  of: 
foods  and  nutrition,  preferably  as  applicable  to  the  processing  and 
preparation  of  special  diets;  the  principles  of  cleanliness  and 
sanitation  in  the  handling  and  preparation  of  food  for  human  consump- 
tion. 

Requires  skill,  ability  and  aptitude  to  perform  various  detailed 
kitchen  duties,  and  work  amiably  with  others. 


CLASS  TITLE:  SPECIAL  DIET  AIDE  (continued)  CODE:   2622 

License:  Requires  possession  of  a  food  handler's  certificate, 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 
From:  Kitchen  Helper 


CLASS  TITLE:  DIETICIAN  CODE:   262U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  develops  and  plans  special  diets  for 
patients;  assists  in  determining  quality  and  quantity  of  food  required 
and  in  formulation  of  menus;  confers  with  physicians  and  nursing  staff 
regarding  nutritional  diets;  calculates  amounts  of  various  food  items; 
directs  preparation  of  special  diets  and  nourishments;  prepares  related 
reports  on  dietary  activities  and  statistics;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  pertaining  to  special  diets;  achieving  economies  and/or 
preventing  losses  through  enforcement  of  proper  use  and  handling  of 
materials,  supplies  and  equipment;  making  contacts  with  patients, 
physicians,  nursing  staff,  chief  dietitian  and  others,  for  the  purpose 
of  discussing  specialized  dietary  matters;  preparing  routine  records 
and  reports  pertaining  to  patients'  special  diets  and  related  statistics, 
Nature  of  work  involves  sustained  physical  effort  and  continuous  light 
work  with  some  exposure  to  accident  and  health  hazards  and  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  attending  physicians,  nurses  and  the  chief 
dietitian  on  individual  therapeutic  diet  orders  for  patients;  contacts 
patients  regarding  diet  changes,  new  diet  orders  and  special  requests 
or  questions;  reviews  patients'  charts  for  case  history,  laboratory 
findings  and  other  pertinent  matters. 

2.  Supervises  food  service  to  bed  patients  requiring  special 
diets;  supervises  food  handling,  sanitation  and  cleaning  procedures  in 
ward  kitchens;  instructs  auxiliary  employees  in  rudimentary  principles 
of  nutrition  and  sanitation;  interprets  rules  and  regulations  and 
hospital  policies  and  procedures. 

Writes  therapeutic  diets  in  advance;  writes  daily  food  orders 
and  tally  sheets  for  cooks  who  prepare  foods  for  special  diets;  confers 
with  chef  as  to  availability  of  certain  items,  required  changes  and 
other  related  matters. 

k.      Supervises  special  diet  dining  room;  assures  that  correct 
amounts  of  special  diet  foods  are  provided;  gives  instructions  as  to 
serving  procedures. 

5>.   Keeps  records  and  compiles  reports  concerning  special  diet 
services  and  statistics,  such  as:  number  of  meals  served,  special 
menus,  analyses  of  diets,  food  costs,  supplies  issued,  inventory  of 
supplies  on  hand  and  other  related  and  miscellaneous  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  dietetics  and  nutrition. 

Requires  one  year  of  practical  experience  as  a  dietitian  in  a 
hospital  or  ooher  large  public  institution,  or  an  equivalent  combin- 
ation of  training  and  experience. 


CLASS  TITLE;  DIETICIAN  (continued)  CODE;   2621; 

Knowledge,  Abilities  and  Skills;  Requires  thorough  working  knowledge 
of:  the  preparation  of  special  diets  for  patients,  including  the 
principles,  terminology  and  practices  of  nutrition  and  food  habits;  the 
standard  and  special  food  requirements  for  the  promotion  of  health  and 
control  of  diseases;  the  comparative  costs  of  various  foods  in  relation 
to  their  nutritional  value. 

Requires  skill  and  ability  in  the  application  of  methods  and 
techniques  used  in  modern  therapeutic  dietary  practices  and  in  the 
care  of  related  equipment  and  facilities. 

License;  Requires  membership  in  the  american  dietetic  association. 

PROMOTIVE  LINES; 

To;  Chief  Dietitian 

From;  Original  entrance  examination 


CLASS  TITLE:  CHIEF  DIETITIAN  CODE:  2626 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises,  develops  and  plans  special  diets  for 
patients;  supervises  the  determination  of  quality  and  quantity  of  food 
required  and  the  formulation  of  menus;  confers  with  physicians  and 
nursing  staff  regarding  nutritional  diets;  directs  the  preparation  of 
special  diet  requirements  and  statistics;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  established  special  dietary  policies,  methods  and  procedures; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  efficient  supervision  and  enforcement  of  the  proper  handling  of 
food  products,  materials,  supplies  and  equipment;  making  regular  contacts 
with  attending  physicians  and  nursing  staff  as  well  as  dietitians  and 
auxiliary  personnel  and  occasionally,  with  representatives  of  outside 
agencies  in  connection  with  special  diet  and  nutritional  matters; 
gathering,  checking  and  reviewing  detailed  medical,  dietary  and 
nutritional  records.   Nature  of  duties  involves  normal  physical  effort 
and  light  work,  with  occasional  exposure  to  accident  and  health  hazards 
and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  general  supervision  over  the  dietary  laboratory,  ward 
kitchen,  and  auxiliary  personnel  in  assembling  and  serving  food  and  in 
maintaining  working  areas  in  clean  and  sanitary  condition;  supervises 
ward  kitchens  and  food  services. 

2.  Plans  and  develops  weekly  menus  for  patients  and  others; 
requisitions  daily  requirements  for  food  products  for  all  wards  and  for 
special  diet  laboratory. 

3.  Studies  and  plans  work  schedules  for  all  professional  and 
auxiliary  dietary  personnel;  consults  with  administrator  concerning 
dietary  department  policies  in  the  interests  of  promoting  better  food 
practices  and  nutrition  for  improved  patient  care  and  health;  consults 
with  other  dietitians  and  makes  decisions  concerning  specific  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  dietetics  and  nutrition. 

Requires  five  years  of  administrative  and  dietetic  experience  in 
a  large  hospital  or  similar  institution,  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  academic  and 
working  knowledge  of  dietetics  and  nutrition. 

Requires  initiative  and  ability  to:  organize  work  and  develop 
nutritional  programs;  evaluate  nutritional  services. 


CLASS  TITLE;      CHIEF  DIETITIAN     (continued)  CODE:      2626 

License:     Requires  membership  in  the  american  dietetic  association. 

PROMOTIVE  LINES: 

To:     No  normal  lines  of  promotion 
From:     Dietitian 


CLASS  TITLE:   SCHOOL  LUNCHROOM  COOK  CODE:   2630 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cooks,  bakes  and  performs  other  phases  of 
quantity  fcod  preparation  in  secondary  school  lunchrooms;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  relating  to  the  preparation  of  food  in  school  lunchrooms; 

wing  oral  and  written  instructions;  making  frequent  contacts  with 
students ,  faculty  members  and  other  school  employees;  preparing  simple 
I ating  to  food  preparation  in  the  school. 

Nature  of  the  work  requires  some  physical  effort  with  occasional 
exposure  to  accidents  and  injury  hazards. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  all  types  of  food,  such  as  vegetables,  meats,  soups, 
salads  and  desserts;  cooks  and  seasons  food  according  to  recipes;  mixes 
Ingredients  and  adds  condiments  on  the  basis  of  experience  or  as  dir- 

J ;   tests  cooked  foods  to  determine  if  properly  cooked  and  seasoned, 

2,  Determines  portions  of  meat,  fish  and  salad  for  individual  serv- 
ings; may  assist  in  dishing  up  servings  according  to  menu  combinati.ons 
or  individual  orders, 

J«  Prepares  and  bakes  sheet  cakes,  pies,  muffins,  yeast  rolls,  buns 
and  other  baked  products. 

h.   Makes  salads,  sandwiches  and  hot  and  cold  beverages. 

5.  Maintains  equipment  and  assists  in  the  cleaning  of  kitchen  fac- 
ilities. 

6.  May  assist  lunchroom  manager  in  estimating  food  needs,  keeping 
records  and  preparing  reports. 

MINIMUM  QUA L [ F I C AT ] ONS : 

Training  ?,-jd  Experience?  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  practical  ex- 
perience  in  the  preparation,  cooking,  baking  and  serving  of  foods  in 
larg        ;ies;  or  an  equivalent  combination  of  training  and  exper- 

Knowledgq,  Ab.i  j  i  ■  m  :s  and  Skills;  Requires  good  knowledge  of: 
the  techniques  of   cooking  and  baking  a  large  variety  of  foods  normally 
served  to  school  children;  food  values  and  nutrition;  the  care  and 
cleaning  of  kitchen  equipment. 

Re^  ability  to:   understand  and  follow  oral  and 

writ.t>  :   .   ate  various  large  quantity  food  prep  a] 

equipmi  n   nd  re]  ntsj  k<=pp,  simple  records  and  prepare 

reports. 

FR0M0       NES: 

•  Cook-Manager,  Elementary  School 

Cook-Manager,  Secondary  School 

From;  Original  entrance  examination 


CLASS  TITLE:   COOK-MANAGER,  ELEMENTARY  SCHOOL  CODE:   2632 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  has  charge  of  and  is  responsible  for  the  management 
of  an  elementary  school  lunchroom;  personally  prepares  and  plans  a  var- 
iety of  foods  aceoi\ding  to  approved  menus;  supervises  the  maintenance  of 
lunchroom  and  equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforc- 
ing existing  policy  and  methods  in  the  management  of  a  school  lunchroom; 
preventing  moderate  losses  through  enforcement  of  proper  use  and  handling 
of  foodstuffs  and  equipment;  making  contacts  with  students,  teaching  per- 
sonnel and  subordinates;  preparing  and  maintaining  operating  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  instructs  and  supervises  the  work  of  school  lunchroom 
employees;  follows  pi-escribed  menus  to  meet  nutritional  needs  of  children, 
with  modifications  for  allowable  food  costs  and  equipment  facilities. 

2.  Supervises  preparation  and  prepares  all  types  of  food,  such  as 
vegetables,  meats,  soups,  salads  and  desserts;  cooks  and  seasons  food 
according  to  recipes;  mixes  ingredients  and  adds  condiments  on  the  basis 
of  experience  or  as  directed. 

.  Exercises  responsibility  for  the  sanitation  of  kitchen  equipment 
and  facilities;  supers' ses  and  participates  in  cleaning  activities. 

U.  Requisitions,  receives  and  supervises  storage  and  inventory  of 
all  food  supplies. 

nspects  equipment  and  requests  needed  repairs;  supervises  ar- 
rangements for  special  lunchroom  services. 

.  Prepares  and  maintains  daily,  weekly  and  monthly  reports  for 
federal  lunch  programs  and  central  office  accounting;  prepares  cash 
receipts  for  deposit;  prepare^  other  related  reports  as  required. 

7.  Operates  and  instructs  in  the  operation  of  equipment,  such  as 
floor  model  mixers,  slicers,  large  pressure  steamers,  automatic  washing 
machines  and  other  heavy  equipment  and  attachments  normally  used  in 
large  quantity  food  preparation. 

8.  May  be  required  to  instruct  and/or  serve,  set  up  steam  tables, 
sell  ice  cream,  candy,  sandwiches,  soft  drinks  and  other  counter  items, 
act  as  cashier,  account,  for  cash  and  inventory. 

MINIMUM  QUALIFICATIONS: 

T"'H-in:ng  and  Exp-  Lei  ?e:     Requires  completion  of  four  years  of 
high  school,  with  courses  in  home  economics  and  nutrition,  supplemented 
by  two  years  of  practical  experience  in  the  requisitioning,  preparation, 
and  serving  of  foods  to  large  groups,  at  least  one  year  of  which 
shall  have  been  in  responsible  charge  of  such  work;  or  an  equivalent 
abination  of  training  and  experience. 

.ci.e.dge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  preparation,  sooking  and     r»g  Lety  of  foods; 

food  storekee]       3  kitchen  sanitation  methods. 

.1.1  3nd  ability  to:   follow  prescribed  menus  and 
:  is  for  lunchrooms;  instruct  and  supervise 

.  ^pe^ate  various  large  quantity  food  preparing 


CLASS  TITLE:   COOK-MANAGER,  ELEMENTARY  SCHOOL  (continued)    CODE:   2632 

.machine  s,  equipment  and  related  attachments;  maintain  records  and  prepares 
accurate  reports. 

PROMOTIVE  LINES: 

To:  Cook  Manager,  Secondary  School 

From:  Original  entrance  examination 
School  Lunchroom  Cook 


CLASS  TITLE:   COOK-MANAGER,  SECONDARY  SCHOOL  CODE:   263U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  has  charge  of,  and  is  responsible  for  the  man- 
agement of  a  secondary  school  lunchroom;  personally  plans  and  prepares  a 
variety  of  foods  according  to  approved  menus;  supervises  maintenance  of 
lunchroom  and  equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for1  carrying  out,  interpreting  and  en- 
forcing existing,  policy  and  methods  in  the  management  of  a  school  lunch- 
room; preventing  moderate  losses  through  enforcing  the  proper  use  and 
handling  of  food  stuffs  and  equipment;  making  contacts  with  students, 
teaching  personnel  and  subordinates;  preparing  and  maintaining  operating 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  instructs  and  supervises  the  work  of  school  lunch- 
room employees;  follows  prescribed  menus  to  meet  nutritional  needs  of 
children,  with  modifications  in  allowable  food  costs  and  equipment  fac- 
ilities. 

2.  Supervises  preparation  and  prepares  all  types  of  food,  such 
as  vegetables,  meats,  soups,  salads  and  desserts;  cooks  and  seasons 
food  according  to  recipes;  mixes  ingredients  and  adds  condiments  on  the 
basis  of  experience  or  as  directed. 

3.  Exercises  responsibility  for  the  sanitation  of  kitchen  equip- 
ment and  facilities  and  supervises  and  participates  in  cleaning  activi- 
ties. 

h.   Requisitions,  receives  and  supervises  storage  and  inventory 
of  all  food  supplies. 

5.  Inspects  equipment  and  requests  needed  repairs;  supervises 
arrangements  for  special  lunchroom  services, 

6.  Prepares  and  maintains  daily,  weekly  and  monthly  reports 
for  federal  lunch  programs  and  central  office  accounting;  prepares  cash 
receipts  for  deposit;  prepares  other  related  reports  as  required. 

7.  Operates  and  instructs  in  the  operation  of  equipment,  such 
as  floor  model  mixers,  slicers,  large  pressure  steamers,  automatic  wash- 
ing machines  and  other  heavy  equipment  and  attachments  normally  used  in 
large  quantity  food  operation. 

8.  May  be  required  to  instruct  .and/or  serve,  set  up  steam 
tables,  sell  ice  cream,  candy,  sandwiches,  soft  drinks  and  other  counter 
items;  act  as  cashier,  account  for  cash  and  inventory. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  with  courses  in  nome  economics  and  nutrition,  supplemented 
by  four  years  of  practical  experience  in  the  requisitioning,  prepara- 
tion, cooking  and  serving  of  food  to  large  groups,  at  least  two  years 
of  which  shall  have  been  in  responsible  charge  of  such  work;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  know- 
Ledge  of:   the  preparation,  cooking  and  serving  of  a  large  variety  of 
foods;  food  storekeeping  and  kitchen  sanitation  methods. 


CLASS  TITLE:   COOK-MANAGER,  SECONDARY  SCHOOL  (continued)     CODE:   263U 

Requires  skill  and  ability  to:   follow  prescribed  menus  and 
recipes;  requisition  foods  for  lunchrooms;  instruct  and  supervise  lunch- 
room .employees;  operate  various  large  quantity  food  preparing  machines, 
equipment  and  related  attachments;  maintain  records  and  prepare  accurate 
reports. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Cook-Manager,  Elementary  School 
School  Lunchroom  Cook 


CLASS  TITLE:  SCHOOL  LUNCHROOMS  ASSISTANT  SUPERVISOR       CODE:   2636 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  visits  and  directs  individual  school 
lunchroom  cook-managers  in  the  preparation  of  food,  assignment  of 
personnel  and  utilization  of  equipment;  interviews  and  trains  employees; 
prepares  menus  and  establishes  recipe  and  food  utilization  standards; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  coordinat- 
ing  existing  methods  and  assisting  in  the  development  of  new  pro- 
cedures; making  daily  field  contacts  with  lunchroom  personnel;  achieving 
moderate  economies  through  instruction  of  the  proper  methods  of 
requisitioning,  preparing  and  storing  foodstuffs;  reviewing  subordinate 
reports  and  preparing  specialized  memoranda. 

EXAMPLES  OF  DUTIES: 

1.  Makes  daily  visits  to  several  of  the  assigned  school  lunch- 
rooms; meets  with  cook-manager  and  observes,  discusses  and  makes 
suggestions  on  the  efficient  methods  of  processing  food  in  proper 
amounts,  correct  portions,  serving  techniques,  computing  factor  sheets, 
proper  ordering  and  receiving  methods,  proper  sanitation  measures  and 
storeroom  control;  reviews  work  schedules  and  personnel  assignments  and 
performance;  inspects  equipment  for  proper  operation  and  utilization. 

2.  Interviews  new  employees  and  orients  them  to  department  rules; 
reviews  progress  and  probationary  reports;  assists  in  the  preparation 
of  lunchroom  assignments  and  work  schedules. 

3.  Plans  menus  and  conducts  conferences  on  implementation  of 
menus  and  new  recipes;  requisitions  emergency  repairs  and  maintenance 
of  equipment;  reviews  and  corrects  supply  requisitions  and  various 
reports  submitted  by  lunchroom  cook-managers;  maintains  overall  records 
and  submits  consolidated  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  home  economics  and  nutrition. 

Requires  three  years  of  responsible  experience  in  institutional 
culinary  operations;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  the  principles  and  procedures  of  school  lunchroom  operations, 
including  food  and  labor  costs,  menu  planning,  sanitation  and  operation 
of  equipment. 

Requires  skill  and  ability  to:   observe  and  offer  suggestions  in 
the  improvement  of  school  lunchroom  operations;  establish  and  maintain 
effective  working  relationships  with  school  lunchroom  personnel; 
prepare  nutritional,  well  balanced  menus  for  school  children. 


CLASS  TITLE:   SCHOOL  LUNCHROOMS  ASSISTANT  SUPERVISOR       CODE;   2636 
(continued) 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Cook-Manager,  Elementary  School 
Cook-Manager,  Secondary  School 


CLASS  TITLE:  COOK'S  ASSISTANT  CODE:   2600 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  work  of  average  difficulty  in  participat- 
ing in  the  preparation  and  cooking  of  large  quantities  of  food  in  an 
institutional  kitchen;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  oral  or  written 
instructions  in  the  performance  of  routine  cooking  duties;  achieving 
minor  economies  in  the  proper  storage,  preparation  and  serving  of  food; 
making  routine  contacts  with  inmate  help  assigned  to  an  institutional 
kitchen. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  meats,  fish,  vegetables  and  other  items  for  cooking, 
using  hand  operated  or  automatic  equipment;  cooks  large  quantities  of 
meats,  vegetables  or  other  foods. 

2.  Prepares  salads,  fruits  and  desserts;  operates  steam  cooking 
equipment;  makes  coffee  or  other  beverages  in  large  quantities. 

3.  Dishes  up  food  to  be  served;  relieves  or  assists  cooks,  as 
assigned;  cleans  and  supervises  the  cleaning  of  the  kitchen  area, 
cooking  utensils  and  equipment;  supervises  kitchen  helpers  and  vegetable 
men  in  the  performance  of  their  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  two  years  of  experience  performing 
the  duties  of  a  cook's  assistant  as  described  above,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
operations  of  a  large  institutional  kitchen;  the  use,  care  and  cleaning 
of  a  variety  of  kitchen  equipment  commonly  used  in  the  preparation  and 
cooking  of  large  quantities  of  food. 

Requires  skill  and  ability  to:  cook  large  quantities  of  food  under 
supervision;  carry  out  detailed  oral  and  written  instructions;  supervise 
the  work  of  subordinates  or  inmate  help  when  so  assigned. 

PROMOTIVE  LINES: 

To:  Cook 

From:   Kitchen  Helper 
Vegetable  Man 


CLASS  TITLE:  PASTRY  COOK  CODE:   26^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  prepares  a  variety  of  bakery  products  in  large 
quantities  for  consumption  in  a  large  institution;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   following  instructions;  preparing 
pastry  goods  according  to  recipes  provided;  preventing  waste  of  bakery 
ingredients. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  various  doughs  according  to  prescribed  recipes; 
prepares  pans,  mixes  fillings,  frostings,  puddings  or  other  pastry; 
bakes  cakes,  pies,  pastries,  doughnuts  and  breads. 

2.  Operates  and  maintains  hand  or  power  equipment  used  in  bakery 
activities;  controls  and  checks  oven  temperatures. 

?.  Supervises  subordinate  personnel  in  the  performance  of  similar 
duties  and  inspects  their  work. 

U.   Cleans  and  supervises  the  cleaning  of  mixing  bowls,  pots,  pans, 
utensils,  ovens  and  automatic  equipment  used  in  pastry  preparation  and 
baking. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school  and  two  years  high  school,  supplemented  by  at  least 
three  years  of  experience  as  a  commercial  pastry  cook  or  baker,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  working 
knowledge  of:  the  methods,  ingredients,  supplies  and  equipment  used  in 
various  types  of  quantity  baking  and  dessert  preparation. 

Requires  skill  and  ability  to:  prepare  large  quantities  of  various 
types  of  pastries,  cakes  and  breads  commonly  served  in  large  insti- 
tutions; plan  and  perform  work  according  to  existing  schedules;  follow 
detailed  instructions  and  recipes;  supervise  the  work  of  subordinates; 
keep  simple  records. 

PROMOTIVE  LINES: 

r_o:  No  normal  lines  of  promotion 

rom:     Original  entrance  examination 


CLASS  TITLE:  COOK  CODE:   265U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  duties  in  the  prepar- 
ation of  large  quantities  of  a  variety  of  foods;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for:   following  instructions, 
established  methods  and  procedures;  effecting  minor  economies  in  the 
use  of  foodstuffs;  making  contacts  with  auxilliary  help  employed  in 
the  kitchen;  and  maintaining  simple  records  and  submitting  routine 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  cooks  a  variety  of  foods  including  breakfast 
cereals,  salads,  desserts,  vegetables,  meats,  fish,  poultry,  gravies, 
puddings,  soups,  and  other  items  commonly  found  on  institutional 
menus. 

2.  Bakes  hot  breads,  pies  or  cakes;  prepares  special  diet  foods; 
cuts  or  slices  meats  with  hand  or  power  equipment. 

3.  Operates  and  cleans  automatic  kitchen  utensils  and  steam 
cooking  equipment;  supervises  or  may  assist  in  performing  kitchen 
clean-up  work;  may  assign  and  supervise  subordinate  employees  or 
inmate  help. 

h.     May  order  foodstuffs,  maintain  inventory,  and  prepare  menus 
when  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  of 
high  school,  supplemented  by  two  years  of  experience  in  performing  the 
duties  of  a  cook  as  described  above;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  of: 
modern  methods,  tools,  utensils  and  equipment  used  in  the  preparation, 
cooking,  baking,  dispensing  and  serving  of  food  in  large  quantities; 
methods  of  storing  foodstuffs;  sanitation  and  safety  principles; 
principles  of  nutrition. 

Requires  skill  and  ability  to:  prepare  and  cook  a  wide  variety 
of  food  items  commonly  found  on  the  menus  of  institutions;  plan  menus 
and  determine  food  costs;  follow  detailed  oral  or  written  instructions; 
plan,  supervise  and  inspect  the  work  of  subordinates  and  inmate  help; 
maintain  accurate  records  and  prepare  simple  reports. 

PROMOTIVE  LINES: 

To:  Junior  Chef 

From:     Cook's  Assistant 


CLASS  TITLE:   CHEF  CODE:   2656 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  an  administrative  chef  in  the  direction 
and  supervision  of  the  operation  of  the  kitchen  of  a  large  institution 
or  is  responsible  for  the  direction  and  supervision  of  the  kitchen  of  a 
smaller  institution;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  the  interpretation  and  enforcement  of 
established  policies  and  procedures;  effecting  considerable  economies  in 
the  use  of  foodstuffs;  accurate  record  keeping  and  submission  of  routine 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  planning,  preparation  and 
serving  of  meals  at  an  institution;  assigns  subordinates  and  inspects 
their  work;  supervises,  either  directly  or  through  subordinates,  all  phases 
of  kitchen  operations;  consults  with  and  advises  subordinates  as  necessary. 

2.  Cooks  or  otherwise  prepares  various  foods,  especially  those 
requiring  a  high  degree  of  skill;  may  cut  and  issue  meats;  may  prepare 
menus . 

3.  Requisitions  foodstuffs  and  supervises  their  receipt,  inspection 
and  storage. 

U.   Supervises  the  cleaning  and  care  of  kitchen  equipment  and 
utensils;  inspects  kitchen  and  equipment  for  safety. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
schooTJ  supplemented  by  at  least  four  years  of  experience  as  a  cook  in  a 
large  institution;  or  an  equivalent  combination  of  training  &  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:   the  principles,  practices,  equipment  and  supplies  used  in  the 
preparation  and  cooking  of  large  quantities  of  food;  the  principles  of 
nutrition;  the  legal  provisions  relating  to  the  safe  and  sanitary 
operation  of  a  large  kitchen. 

Requires  skill  and  ability  to:   estimate  food  requirements  of 
large  groups  of  institutional  inmates  and  personnel;  cut  and  issue 
meats;  plan,  supervise  and  inspect  the  work  of  subordinates;  keep 
routine  records  and  make  required  reports. 

PROMOTIVE  LINES: 

To:  Administrative  Chef 

From:   Cook 


CUSS  TITLE:  ADMINISTRATIVE  CHEF  CODE:  2660 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  directs  all  activities 
and  personnel  relating  to  the  preparation,  cooking  and  serving  of  food 
in  a  large  institution;  and  performs  related  duties  as  required. 

Requires  major  over-all  responsibility  for:   the  development, 
execution,  interpretation  and  enforcement  of  policies  and  procedures 
relating  to  kitchen  activities;  effecting  considerable  savings  in  the 
efficient  and  economical  purchase,  use  and  preparation  of  foodstuffs; 
supervision  of  extensive  record  keeping  and  preparation  of  required 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  supervises  the  operation  of  institutional 
kitchens,  bakery  and  dining  rooms;  assigns,  trains  and  inspects  the  work 
of  a  large  staff  of  subordinate  culinary  employees;  prepares  work 
schedules  for  employees  and  interprets  departmental  policies,  rules 

and  regulations. 

2.  Plans,  writes  and  distributes  all  menus;  estimates  food 
requirements  and  directs  the  preparation  and  serving  of  all  meals 
served  to  institution  inmates  and  personnel. 

3.  Supervises  the  requisitioning,  receipt,  inspection,  storage 
and  inventory  of  food  supplies;  orders  perishable  foods  such  as  meat 
or  fish;  inspects  all  facilities  and  equipment  used  in  the  prepar- 
ation, storage  and  serving  of  food  for  compliance  with  sanitary  and 
safety  regulations;  supervises  the  butchering  of  meat. 

U.  Prepares  and  submits  annual  budget  estimates;  assembles  data 
and  transmits  specifications  for  the  purchase  of  new  equipment  or  for 
the  replacement  of  worn  or  obsolete  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  six  years  of  responsible 
experience  in  the  preparation  and  serving  of  food  in  a  large  insti- 
tution, at  least  two  years  of  which  shall  have  been  at  a  responsible 
supervisory  or  administrative  level;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:  modern  principles,  methods  and  equipment  used  in  the  storage,  care, 
handling,  preparation,  cooking,  dispensing  and  serving  of  large  quantities 
of  food;  s afety  and  sanitation  principles  as  applied  to  a  large  insti- 
tution kitchen;  the  principles  of  nutrition. 

Requires  skill  and  ability  to:  plan  menus  for  a  large  institution; 
supervise  inventory  maintenance;  estimate  food  requirements  and  order 
food  in  large  quantities;  direct  the  efficient,  safe  and  sanitary 
operation  of  a  large  institutional  kitchen. 

Requires  skill  and  ability  to  plan,  organize,  assign  and  direct 
the  work  of  a  large  number  of  subordinate  personnel;  coordinate  kitchen 
activities  with  institutional  policies  and  procedures. 


CLASS  TITLE;  ADMINISTRATIVE  CHEF  (continued)  CODE;   2660 

PROMOTIVE  LINES: 

To;  No  normal  lines  of  promotion 

From;   Junior  Chef 

Original  entrance  examination 


CLASS  TITLE:   JANITRESS  CODE:  2702 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  manual  cleaning  tasks  in  a 
public  building,  other  facilities  and  surrounding  areas;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  following  established  procedures  in  the 
application  of  simple  manual  skills  and  the  use  of  simple  tools,  equip- 
ment and  supplies  to  clean  interior  of  buildings  or  assigned  areas. 
Nature  of  work  requires  continuous  light  physical  effort,  with  occasional 
exposure  to  accident  and  injury  hazards  or  to  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Cleans  and  scrubs  lavatories,  polishes  fixtures,  mirrors  and 
furniture  surfaces;  replenishes  lavatory  supplies. 

2.  Sweeps,  mops,  vacuums  and  dusts  stairways,  hallways,  office 
rooms,  classrooms  and  floors;  polishes  furniture,  empties  waste  baskets 
and  ash  trays. 

3.  In  recreational  areas,  sweeps  and  cleans  dressing  rooms, 
locker  room  and  adjacent  facilities  and  areas. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  experience  in 
janitorial  work,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of: 
methods  used  in  general  cleaning  activities;  tools,  equipment  and  supplies 
used  in  janitorial  work: 

Requires  ability  to:  read  and  write;  understand  and  follow  simple 
written  or  oral  instructions. 

PROMOTIVE  LINES: 

To:  Housekeeper 
House  Mother 

From:  Original  Entrance  Examination. 


CLASS  TITLE:   SCHOOL  JANITRESS  CODE:   270U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  manual  cleaning  tasks  in  a 
school  building  and  surrounding  area;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  following  established  procedures  in 
the  application  of  simple  manual  skills  and  the  use  of  simple  tools, 
equipment  and  supplies  to  clean  interior  of  buildings  or  assigned  areas; 
continuing  personal  contacts  with  school  children  and  teachers.  Nature 
of  work  requires  continuous  light  physical  effort,  with  occasional 
exposure  to  accident  and  injury  hazards  and  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Cleans  and  scrubs  lavatories,  polishes  fixtures,  mirrors  and 
furniture  surfaces;  replenishes  lavatory  supplies. 

2.  Sweeps,  mops,  vacuums  and  dusts  stairways,  hallways,  office 
rooms,  classrooms  and  floors;  polishes  furniture,  emties  waste  baskets 
and  ash  trays. 

3.  In  recreational  areas,  sweeps  and  cleans  dressing  rooms,  locker 
room  and  adjacent  facilities  and  areas. 

U.   Supervises  and  maintains  order  among  students  during  recess 
periods. 

5>.  Distributes  milk  or  other  refreshments  to  students. 

6.   Secures  school  building;  locks  doors  and  windows  and  insures 
that  lights  are  turned  off  when  school  building  is  closed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  experience  in 
janitorial  work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  working  knowledge  of: 
methods  used  in  general  cleaning  activities;  tools,  equipment  and  sup- 
plies used  in  janitorial  work. 

Requires  ability  to:   read  and  write;  understand  and  follow  simple 
written  or  oral  instructions;  supervise  and  work  around  school  children. 

PROMOTIVE  LINES: 

To:   Housekeeper 

House  Mother 

From:   Janitress 


CLASS  TITLE:   HOUSEKEEPER  CODE:   2706 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  variety  of  cleaning  and 
housekeeping  duties  in  connection  with  the  maintenance  of  quarters  for 
interns,  physicians,  nurses,  student  nurses,  lodgers  at  hetch  hetchy 
project  and  others;  and  performs  related  duties  as  required. 

Requires  the  application  of  simple  repetitive  manual  skills  to  work 
involving  the  use  of  a  few  definite  procedures  in  cleaning  and  house- 
keeping work  and  in  the  preparation  and  serving  of  light  foods.  Nature 
of  work  requires  sustained  light  and/or  moderately  heavy  physical  effort 
with  occasional  exposure  to  accident  or  injury  hazards  and  some  disagree- 
able elements. 

EXAMPLES  OF  DUTIES: 

1.  Sweeps  and  mops  bathrooms,  hallways  and  other  rooms  daily;  dusts 
furniture;  empties  wastepaper  baskets. 

2.  Makes  beds;  changes  bed  linens;  sorts  and  counts  soiled 
linens. 

3.  Washes  toilets,  bathtubs  and  shower  stalls  daily;  washes  tables, 
stoves,  refrigerators  and  sinks  in  kitchens;  washes  shelves,  cleans  cup- 
boards, pots  and  pans;  washes  kitchen  floors,  cleans  tile  work. 

U.   Picks  up  supplies,  replenishes  soap  and  sanitary  supplies  as 
needed. 

5.  May  perform  general  cleaning  and  light  food  preparation  duties 
in  a  women's  lounge  or  dining  area. 

6.  May  assist  in  the  preparation  and  serving  of  meals,  washing 
dishes  and  cleaning  silverware. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  aJ,  least  one  year  of  experience  in 
general  cleaning  and  housekeeping  duties,  preferably  in  a  large  public  or 
private  institution,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  methods, 
materials  and  supplies  used  in  cleaning  and  housekeeping  work. 

Requires  ability  to:   perform  repetitive  manual  cleaning  tasks  with- 
out continuous  supervision;  follow  oral  and  written  instructions;  use 
electric  cleaning  appliances;  some  ability  to  prepare  and  serve  meals; 
maintain  pleasant  personal  relationships  with  other  persons. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Janitress 

Original  Entrance  Examination 


CLASS  TITLE:  HOUSEMOTHER  CODE:  2710 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  the  management  of  a  res- 
idence hall  for  student  nurses;  counsels  students;  supervises  cleaning 
of  the  r>  aidence  hall;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining,  interpreting  and 
enforcing  rules  and  regulations  governing  the  observance  of  hours, 
cleanliness  of  rooms,  and  use  of  facilities  and  equipment  in  a  student 
nurses  resident  hall;  counseling  and  guiding  student  nurses  on  per- 
sonal problems;  planning  and  scheduling  social  activities. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  assignment  of  rooms  and  guides  students  in 
dormitory  living;  counsels  students  on  personal,  °ocial  and  moral 
problems. 

2.  Assists  in  the  arrangement  and  supervision  of  social  functions 
such  as  teas,  buffets,  dances;  instructs  student  nurses  in  the  organ- 
ization and  conduct  of  such  activities. 

3.  Acts  as  official  hostess  for  the  residence;  receives  family 
members  and  friends  of  students,  also  official  visitors;  answers  tele- 
phone, relays  messages  and  mail  to  students;  reports  to  parents  on  the 
welfare  of  students. 

k.     Enforces  study  hours,  quiet  hours,  and  lock-up  time  in  com- 
pliance with  residence  rules,  and  reports  violations  to  the  nursing 
office:  locks  buildings  at  night  and  reports  any  unusual  incidents, 
such  as  prowlers. 

5.  Issues  sewing  equipment,  laundry,  identification  tags,  and 
student  uniforms. 

6.  Supervises  the  work  of  personnel  and  employees  assigned  to 
clean  residence  rooms;  checks  rooms  for  tidiness. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  one  year  of  experience  as  a 
house  mother  in  a  fraternity,  sorority  or  other  similar  type  of  resi- 
dence; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  general  knowledge  of 
social  etiquette  and  principles  of  counseling  and  guiding  young  women. 

Requires  ability  and  skill  to:  plan,  schedule  and  conduct  group 
social  activities,  <-tudy  and  recreational  programs;  counsel  students 
individually  and  in  groups;  work  effectively  with  students  and  superiors; 
live  amicably  with  young  women;  speak  and  write  effectively;  super- 
vise and  inspect  the  work  of  custodial  employees. 

PROMOTIVE  LINES: 

ro:  No  normal  lines  of  promotion 

From:  Original  examination 
Janitress 


CLASS  TITLE:   JANITOR  CODE:   27LU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  manual  cleaning  tasks  in  a 
public  building,  other  facilities  and  surrounding  areas;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  in  the  application  of  simple  manual  skills  and  use  of  cleaning 
tools,  equipment  and  supplies  to  clean  interiors  of  buildings,  other  fac- 
ilities and  surrounding  areas.  Nature  of  work  requires  sustained  physical 
effort  involving  continuous  light  work  and  occasional  heavy  work  in 
moving  or  lifting  furniture  and  equipment,  with  some  exposure  to  accident 
and  injury  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.   Sweeps,  scrubs,  mops,  spots  and  waxes  floors;  vacuums  and  cleans 
rugs  and  carpets. 

2..  Cleans,  dusts  and  polishes  cabinets,  furniture  and  woodwork; 
empties  and  cleans  waste  receptacles. 

3.   Cleans  stairways  and  hallways;  cleans  and  disinfects  restrooms 
and  replenishes  supplies;  cleans  offices  and  lobbies;  cleans  ceilings, 
walls,  window  shades,  light  fixtures  and  Venetian  blinds. 

U.  Assists  in  moving  and  arranging  furniture  and  equipment. 

5.  Turns  out  lights  and  locks  doors  and  windows. 

6.  Operates  scrubbers,  buffers,  waxers  and  related  electrical 
appliances  and  equipment;  may  tend  simple,  low  pressure  heating  systems. 

7.  In  recreational  areas,  cleans  auditoriums,  gymnasiums,  club 
houses  and  locker  rooms;  picks  up  papers  and  rubbish  in  play  areas;  hangs 
flags  and  decorations;  reports  evidences  of  vandalism,  broken  plumbing, 
windows,  doors,  locks,  etc. 

8.  May  wash  interior  glass  partitions  and  interior  and  exterior 
windows  which  can  be  easily  reached  from  floor  or  ground  level. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  experience 
in  janitorial  work,  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge  of 
the  methods,  materials,  chemicals,  disinfectants,  safety  practices  and 
equipment  used  in  janitorial  work. 

Requires  ability  and  skill  to:  use  and  care  for  janitorial  equipment 
and  supplies;  read  and  write;  follow  written  and  oral  directions. 

PROMOTIVE  LINES: 

To:   Janitor  Sub-Foreman 

From:   Original  Entrance  Examination 


CLASS  TITLE:     JANITOR  SUB-FOREMAN  CODE:      2716 

CHARACTERISTICS  OF  THE  CUSS 

Under  general  supervision,   performs  janitorial  duties  and,   in  addi- 
tion,   supervises  other  janitors  in  cleaning  the  interior  of  public 
buildings,   other  facilities  and  surrounding  areas;   trains  new  janitors; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:     explaining  and  enforcing  methods  and 
procedures  for  the  application  of  simple  manual  skills  in  the  use  of 
tools,   equipment  and  supplies  in  cleaning  interiors  of  buildings  and 

cunding  areas;  keeping  routine  records  of  time  and  work  done. 
Nature  of  the  work  requires  sustained  physical  effort  involving  con- 
tinuous light  work  and  occasional  heavy  work  in  moving  or  lifting 
furniture  and  equipment,   with  some  exposure  to  accident  and  injury 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  work  of  a  small  group  of 
janitors  engaged  in  performing  a  variety  of  cleaning  tasks  in  buildings 
and  surrounding  areas;    trains  new  janitors;   maintains  standards  of 
work  performance;   inspects  completed  work;    checks  time  cards;    replaces 
absent  janitors. 

2.  Requisitions  and  maintains  stock  of  janitorial  supplies  and 
keeps  necessary  records. 

3.  Reports  unusual  building  conditions  to  supervisor  in  instances 
requiring  other  than  janitorial  attention. 

h-     Arranges  furniture,    fixtures  and  equipment  in  rooms  for  meetings 
or  display  purposes. 

5.     Turns  on  building  heating  and  ventilating  system;  makes  minor 
repairs  to  chairs,   filing  cabinets  and  desks,   and  performs  other  mis- 
cellaneous tasks. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school  supplemented  by  at  least  three  years  of  experience 
as  a  janitor,    or  an  equivalent  combination  of  training  and  experience. 

Knowledge,   Abilities  and  Skills:      Requires  a  good  knowledge  of: 
modern  janitorial  methods,   materials  and  equipment;   use  of  electrical 
vacuum  cleaning,   waxing  and  buffing  appliances;   disinfectants,    soaps, 
waxes  and  cleaning  compounds;    sanitary  and  safety  measures  used  in 
janitorial  work. 

Requires  ability  and  skill  to:      assign,    train  and  supervise 
other  janitors;   keep  simple  work  records;    follow  wiitten  and  oral  in- 
structions;  learn  and  follow  departmental  rules  and  regulations;   work 
harmoniously  with  other  janitorial  and  operating  personnel. 


CLASS  TITLE:      JANITOR  SUB-FOREMAN     (continued)  CODE:      2716 

PROMOTIVE  LINES: 

To:     Janitor  Foreman 

From:     Janitor 


CLASS  TITLE:  JANITOR  FO REMAN  CODE:   2718 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  large  group  of  janitorial  employees 
engaged  in  cleaning  activities  in  various  locations  in  large  public 
buildings,  other  facilities,  or  surrounding  areas;  requisitions,  re- 
ceives, and  issues  janitorial  supplies  and  equipment;  prepares  work 
schedules;  inspects  facilities  to  be  cleaned;  recommends  new  cleaning 
methods;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and 
enforcing  methods  and  procedures  related  to  cleaning  and  other  jani- 
torial activities;  making  occasional  contacts  with  the  general  public, 
tenants,  and  others  in  handling  complaints,  exchanging  information 
and  explaining  regulations  concerning  janitorial  service;  the  prepara- 
tion and  maintenance  of  personnel  records  and  other  activity  reports. 
Nature  of  supervisory  work  requires  considerable  standing  ana  walking 
in  checking  work  performance  over  a  wide  area. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  large  janitorial  group  engaged  in  sweeping, 
mopping  and  waxing  floors,  dusting  and  polishing  furniture,  washing 
walls,  cleaning  and  sanitizing  restrooms  and  other  general  cleaning 
duties;  instructs  and/or  supervises  the  instruction  of  janitors  in 
performing  various  tasks  and  in  handling  and  maintaining  equipment. 

2.  Requisitions,  receives,  replenishes  and  issues  janitorial 
supplies,  materials  and  equipment;  schedules  and  keeps  records  of  all 
work  done  and  to  be  done. 

3.  Investigates  and  suggests  changes  in,  or  new  methods  of 
cleaning. 

U.   Prepares  daily  work  and  vacation  schedules. 

5.  Supervises  furniture  and  equipment  moving  activities;  fills 
out  industrial  accident  forms,  when  necessary. 

6.  Makes  field  checks  of  buildings  and  other  assigned  areas  to 
see  that  work  is  progressing  satisfactorily,  inspect  completed  work 
and  see  that  all  doors  and  windows  are  properly  secured. 

7.  Receives  complaints  about  janitorial  service  ani  makes  or  re- 
commends necessary  corrections  to  affect  improvements;  exercises 
disciplinary  action  as  necessary. 

8.  Supervises  the  operation  and  care  of  janitorial  appliances  and 
equipment;  issues  keys,  supplies  and  equipment  to  janitorial  employees. 

9.  Responds  to  calls  on  a  public  address  system  with  reference 
to  complaints  and  emergency  situations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  five  years  of  janitorial  experience 
including  two  years  supervising  janitorial  work,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  broad  knowledge  of: 
modern  janitorial  methods,  materials  and  equipment,  including  the  use 
of  electrical  vacuum  cleaning,  waxing  and  buffing  appliances; 


CLASS  TITLE:      JANITOR  FOREMAN     (continued)  CODE:      2718 

disinfectants j    soaps,  waxes  and  cleaning  compounds;    sanitary  and  safety- 
measures  used  in  janitorial  work. 

Requires  ability  and  skill  to:     plan,,    organize  and  supervise  the 
work  of  a  large  group  of  janitorial  employees;   give  on-the-job  instruc- 
tion in  janitorial  practices;   useforms  for  requisitioning  janitorial 
supplies  and  equipment;  prepare  and  maintain  simple  activity  and 
related  reports;   deal  courteously,    effectively  and  tactfully  with  sub- 
ordinates,  other  employees  and  the  general  public. 

PROMOTIVE  LINES: 

To:     Supervisor  of  Janitors 

Supervisor  of  Janitors   (City  College) 

Assistant  Supervisor  of  School  Janitorial  Services 

From:     Janitor  Sub-Foreman 


CLASS  TITLE:   JANITORIAL  SERVICES  SUPERVISOR  CODE:   2720 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  janitorial  services  in 
a  group  of  public  buildings;  exercises  general  supervision  and  direction, 
through  subordinate  supervisory  personnel,  over  janitors,  window  cleaners 
and  janitresses  engaged  in  a  wide  variety  of  cleaning  and  related  activi- 
ties; and  performs  related  duties  as  required. 

Requires  responsibility  for:  developing,  coordinating,  interpreting 
and  enforcing  policies,  methods  and  procedures  related  to  a  variety  of 
janitorial  and  related  activities;  observing  all  safety  precautions  for 
work  at  dangerous  heights;  safe-guarding  janitorial  equipment  and  supplies 
of  considerable  value;  making  regular  contacts  with  the  general  public 
and  persons  in  other  departments  for  the  purpose  of  exchanging  information 
regarding  janitorial  services  and  explaining  procedures  and  regulations 
related  thereto;  maintaining,  checking  and  reviewing  regular  reports  of 
janitorial  operations,  activities  and  services.  Nature  of  supervisory 
work  requires  considerable  standing  and  walking  in  inspecting  and  super- 
vising foremen,  sub-foremen  and  work  crews  at  various  locations. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  through  subordinate  supervisory  personnel,  a  large 
group  of  employees  engaged  in  janitorial  and  other  cleaning  activities 
in  public  buildings  at  various  locations;  supervises  the  training  of  new 
employees. 

2.  Initiates,  plans  and  supervises  the  preparation  of  work  measure- 
ment, quality  and  progress  control  records,  using  accepted  and  standard- 
ized methods  to  improve  services. 

3.  Transmits  time  rolls,  signs  for  and  distributes  pay  warrants; 
authorizes  purchases  from  quarterly  budget  allocations  for  necessary 
janitorial  equipment  and  supplies;  directs  the  requisitioning,  storing 
and  issuing  of  supplies  and  equipment. 

U.   Investigates  and  makes  recommendations  as  to  fitness  of  new 
employees;  investigates  and  adjusts  complaints  to  janitorial  services. 

5.  Prepares  budget  recommendations  for  janitorial  equipment,  sup- 
plies and  manpower. 

6.  Checks,  reviews  and  approves  records  and  reports  relating  to 
janitorial  services  and  activities  prior  to  submission  to  supervisor. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  six  years  of  progressively  responsible  janitorial 
experience,  at  least  two  years  of  which  shall  have  been  as  a  janitor 
foreman,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
janitorial  methods  and  procedures,  materials,  chemicals,  disinfectants 
and  equipment  used  in  cleaning  offices  and  interiors  of  public  buildings; 
sanitary  and  safety  measures  in  the  operation  of  cleaning  equipment  in 
work  areas;  departmental  rules  and  regulations  as  applied  to  janitorial 
services  and  activities;  the  purchasing  procedures  and  requisitioning 


CLASS  TITLE:   JANITORIAL  SERVICES  SUPERVISOR  (continued)    CODE:   2720 

and  accounting  for  janitorial  supplies  and  equipment. 

Requires  ability  and  skill  to:  plan,  organize,  assign,  supervise 
and  inspect  the  work  of  a  large  group  of  subordinates;  keep  regular 
records  and  reports  of  janitorial  services  and  activities;  organize, 
assign  and  supervise  large  numbers  of  janitorial  employees  and  others 
in  related  activities;  effectively  conduct  in-service  training  pro- 
grams. 

PROMOTIVE  LINES: 

To:  Supervisor  of  School  Janitorial  Services 

From:   Janitor  Foreman 


CLASS  TITLE:   SCHOOL  JANITOR  CODE:  272k 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  sweeps,  scrubs  and  maintains  a  schcol  building 
and  adjacent  premises  in  a  clean,  orderly  condition;  regulates  heating 
and  ventilating;  receives  and  checks  supplies  and  equipment;  makes 
minor  and  emergency  building  repairs;  assists  teaching  personnel  by 
performing  manual  or  strenuous  tasks;  may  supervise  the  work  of  other 
janitorial  personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for-  following  established  methods  and 
procedures  in  the  application  of  simple  manual  skill  and  use  of  cleaning 
tools,  equipment  and  supplies  to  clean  interior  of  buildings,  other  fac- 
ilities and  surrounding  areas;  continuing  contact  with  school  children 
of  various  ages.   Nature  of  work  requires  sustained  physical  effort  in- 
volving continuous  light  work  and  oocasional  heavy  work  in  moving  or 
lifting  furniture  and  equipment,  with  some  exposure  to  accident  and  in; 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Cleans,  scrubs  and  mops  floors  and  walls  in  buildings;  polishes 
brass  and  marble;  waxes  floors;  washes  windows  which  are  not  at  danger- 
ous heights;  keeps  classrooms,  offices,  halls  and  stairways  in  a  clean, 
orderly  condition;  cleans  up  rubbish  from  grounds  and  incidentally  cares 
for  lawns  and  shrubbery. 

2.  Operates,  regulates,  and  maintains  the  heating  and  ventilating 
systems  in  the  buildings;  checks  water  levels  in  gauges  and  periodical- 
ly performs  routine  servicing  to  boilers  and  simple  pumps. 

3.  Inspects  buildings  and  grounds  and  observes  hazardous  or  other- 
wise defective  conditions. 

h.    Replaces  electric  fuses  and  lights;  performs  minor  duties  in 
repairing  chairs,  desks  and  toys,  and  unclogging  sinks  and  toilets;  sub- 
mits maintenance  requisitions  requiring  services  of  skilled  craftsman; 
inspects  progress  and  work  performance;  signs  completed  work  requisi- 
tions. 

5.  Receives,  checks  and  stores  supplies  and  equipment  shipped  to 
the  school;  delivers  items  to  various  offices  and  classrooms;  assists 
school  staff  by  delivering  milk  to  classrooms,  moving  furniture  and 
equipment,  as  necessary. 

6.  Receives  directions  from  school  principal  regarding  cleaning 
operations  and  in  planning  for  special  activities;  determines  stage 
and  seating  arrangements  for  auditorium  events,  etc. 

7-  Assumes  custodial  responsibility  for  school  building  in  absence 
of  administrative  personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  janitorial  ex- 
perience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of  janitorial  methods,  procedures,  materials  and  equipment. 


CLASS  TITLE:      SCHOOL  JANITOR  (continued)  CODE:      2721* 

Requires  ability  and  skill  to  use  and  care  for  janitorial  equipment 
and  supplies  according  to  -written  and  oral  instructions;   get  along  well 
with  school  children  and  faculty. 

PROMOTIVE  LINES: 

To:      School  Janitor  Sub-Foreman 

From:     Original  Entrance  Examination 
Janitor 


CLASS  TITLE:   SCHOOL  JANITOR  SUB-FOREMAN  CODE:   2726 

CHARACTERISTICS  OF  THE  CUSS: 

Undar  direction,  assigns  and  supervises  a  janitorial  crew  and 
assists  in  the  cleaning  and  general  upkeep  of  a  medium  to  large  school 
plant;  requisitions  and  receives  janitorial  supplies;  performs  semi- 
skilled repairs  to  buildings  and  equipment;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  carrying  out,  coordinating  and  enforcing 
prescribed  methods  and  procedures  in  the  cleaning  and  general  upkeep  of  a 
school  building;  making  continuous  contacts  with  teachers,  students  and 
visitors;  keeping  routine  records  of  time  and  work  done.  Nature  of  work 
requires  sustained  physical  effort  an,d  occasional  heavy  lifting,  with  some 
exposure  to  accident  and  injury  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  work  of  janitorial  personnel  .and 
assists  in  the  cleaning  and  general  upkeep  of  a  school  building;  inspects 
classrooms,  offices,  hallways,  and  auditoriums  for  cleanliness  and  proper 
maintenance;  checks  that  subordinates  properly  dust,  polish,  and  arrange 
furniture  and  equipment;  inspects  restrcoms  for  sanitary  conditions  and 
for  adequate  supplies;  instructs  employees  in  the  proper  use  of  janitor- 
ial supplies  and  equipment;  requisitions  and  distributes  janitorial  mater- 
ials and  prepares  reports  on  employee  work  hours  and  performance. 

2.  Prepares  requisitions  for  repair  work  to  be  done  by  carpenters, 
plumbers,  electricians,  locksmiths,  cement  finishers  and  other  skilled 
craftsmen  and  helpers;  inspects  progress  and  quality  of  work;  approves 
and  signs  requisitions. 

3.  Opens,  closes  and  locks  buildings  and  gates  or  assigns  task  to 
responsible  subordinate;  may  operate  a  low  pressure  heating  plant  and 
perform  semi-skilled  maintenance  and  adjustments  thereof. 

h.    Inspects  buildings,  grounds  and  equipment  and  requisitions 
needed  repairs  to  remedy  unsightly,  improper  or  inefficient  conditions; 
makes  emergency  repairs  and  adjustments  such  as  clearing  clogged  plumb- 
ing fixtures,  fixing  locks,  turning  off  water  controls  and  replacing 
electric  fuses. 

5.  Confers  with  school  principal  on  the  need  for  replacement  of 
furniture  and  equipment;  supervises  the  moving  of  furniture  within  the 
building;  receives,  stores,  delivers  and  inventories  all  school  supplies. 

6.  Supervises  arrangements  for  use  of  auditorium  for  special  events; 
may  set  up  and  operate  lighting  and  other  equipment, 

7.  Assumes  custodial  responsibility  for  school  building  in  the 
absence  of  administrative  personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  the  tenth  grade, 
supplemented  by  three  years  of  varied  experience  in  the  cleaning  and 
general  upkeep  of  a  public  building;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skillsi  Requires  good  knowledge  of 
methods,  materials  and  practices  used  in  janitorial  work  and  the  proper 
use  and  care  of  mops,  brooms,  scrubbing  brushes,  waxing  machines, 
dusters  and  vacuum  cleaning  appliances. 


CLASS  TITLE:   SCHOOL  JANITOR  SUB-FOREMAN  (Continued)  CODE:   2726 

Requires  ability  and  skill  to:   assign,  supervise  and  inspect  the 
work  of  subordinates j  perform  a  variety  of  semi-skilled  repairs  and 
adjustments  to  building  equipment  and  facilities;  apply  methods  and  prac- 
tices used  in  janitorial  work  and  the  care  of  pertinent  tools,  equipment 
and  facilities, 

PROMOTIVE  LINES: 

To:  School  Janitorial  Services  Assistant  Supervisor 
Supervisor  of  Janitors  (City  College) 
Janitor  Foreman 

From:  School  Janitor 


CLASS  TITLE:   JANITOR  SUPERVISOR  (CITY  COLLEGE)  CODE:   2728 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  large  janitorial  force  in  the 
cleaning  and  general  upkeep  of  the  buildings  and  paved  areas  of  San 
Francisco  City  College;  requisitions  supplies  and  prepares  reports; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  developing,  coordinating  and 
enforcing  the  college's  janitorial  program;  making  frequent  contacts 
with  college  officials;  proper  requisitioning  and  utilization  of 
materials  and  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  assigns  and  supervises  a  large  janitorial 
force  in  the  cleaning  and  care  of  all  buildings,  athletic  stadium 
and  paved  areas  at  the  college;  instructs  subordinates  in  proper 
cleaning  methods  and  use  and  care  of  cleaning  equipment. 

2.  Inspects  buildings  and  paved  areas  for  sanitation,  safety 
and  physical  needs  and  prepares  inspection  reports;  meets  daily  with 
sub-foremen  to  discuss  problems  and  plans  for  day  and  evening  janitorial 
operations  and  for  special  events. 

3.  Prepares  work  schedules  and  makes  relief  assignments  as 
required;  maintains  time  records  and  approves  overtime  work. 

h.     Meets  with  college  personnel  to  discuss  plans  for  special  events 
and  programs  and  arranges  for  the  transfer  and  setup  of  furniture  and 
equipment. 

5.   Tests  new  cleaning  supplies  and  equipment  and  makes  reports  on 
same;  prepares  instructional  and  safety  bulletins;  requisitions  and 
accounts  for  all  janitorial  materials  used  at  the  college;  receives  and 
refers  requisitions  for  needed  building  and  equipment  repairs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  high 
school,  supplemented  by  at  least  six  years  of  experience  in  janitorial, 
custodial  and  building  maintenance  work;  at  lea°t  two  years  of  which  shall 
have  been  in  a  responsible  supervisory  capacity;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge: 
of  the  principles,  materials  and  methods  to  janitorial  work;  requisition- 
ing supplies  and  maintaining  records;  fire  and  safety  regulations. 

Requires  ability  and  skill  to:  direct  and  instruct  a  large  jani- 
torial force  in  the  cleaning  and  general  upkeep  of  buildings;  work  har- 
moniously with  college  personnel  and  craftsmen  in  coordinating  various 
services;  apply  methods  and  techniques  used  in  janitorial  work,  including 
supervision;  and  the  care  and  use  of  pertinent  tools,  equipment, 
supplies  and  facilities. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE;   JANITOR  SUPERVISOR  (CITY  COLLEGE)  (Continued)  CODE:   2728 
PROMOTIVE  LINES; 

To;  Asst.  Supervisor  of  School  Janitorial  Services. 

From;  School  Custodian 


CLASS  TITLE:   SCHOOL  JANITORIAL  SERVICES  CODE:   2730 

ASSISTANT  SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  conducts  the  school  district's  in-service 
training  program  for  janitors  and  reviews  the  work  of  probationary 
employees;  assists  in  the  overall  inspection  of  school  buildings  and 
general  supervision  of  the  janitorial  force;  assigns  substitute  janitors 
as  needed;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  training  and  evaluating  new  janitors 
in  the  performance  of  their  prescribed  duties;  assisting  the  supervisor 
of  school  janitorial  services  in  directing  the  procedures  and  methods 
involved  in  cleaning  and  maintaining  school  buildings;  making  regular 
field  contacts  with  school  principals  and  subordinates;  maintaining 
personnel  and  supplies  records. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  and  instructs  new  employees  in  the  proper  use  of 
equipment,  materials  and  related  school  janitorial  activities;  assigns 
trainees  and  extra  substitute  janitors  to  schools  that  have  heavier 
enrollments  and  work  loads,  or  to  replace  absentees;  keeps  daily  time  cards 
on  janitorial  personnel  working  out  of  the  training  center;  checks 
probationary  janitors  at  their  assigned  schools  to  evaluate  and  report 

on  the  quality  of  their  work  and  their  ability  to  get  along  with  others. 

2.  Inspects  school  buildings  to  determine  the  quality  and  scope  of 
janitorial  services  being  rendered  and  investigate  potential  or  actual 
hazards  to  the  safety  of  students;  checks  janitorial  supplies  in  relation 
to  surplus  and  over-ordering;  checks  posted  janitorial  schedules  to 
determine  if  they  are  equitable  and  current;  prepares  written  reports 

on  field  inspections. 

3.  Surveys  schools  to  program  floor  rehabilitation  activities  during 
summer  months;  assigns,  directs  and  coordinates  the  work  of  janitorial 
crews  in  conjunction  with  the  school  district's  summer  schedule. 

h.     Maintains  personnel  records  and  prepares  payroll  and  allocation 
of  time  reports;  assumes  the  duties  of  the  supervisor  of  school  jani- 
torial services  in  his  absence. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  special  training  in  the  proper  utilization 
of  cleaning  materials  and  equipment,  and  at  least  three  years  of  in- 
creasingly responsible  supervisory  janitorial  experience  in  a  large 
public  institution  or  department;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  janitorial  methods,  materials  and  equipment  most  applicable 
to  school  building  use:  school  construction  as  it  relates  to  cleaning 
and  general  upkeep  operations. 


CLASS  TITLE:   SCHOOL  JANITORIAL  SERVICES  CODE:   2730 

ASSISTANT  SUPERVISOR  (Continued) 

Requires  ability  and  skill  to:  plan  and  conduct  an  effective  train- 
ing program  for  new  janitorial  personnel  and  evaluate  their  progress; 
inspect  and  report  on  the  janitorial  services  performed  in  the  school 
district's  buildings;  establish  and  maintain  effective  working  relation- 
ships with  school  principals  and  subordinate  janitorial  personnel; 
apply  methods  and  techniques  used  in  janitorial  work,  especially  to 
the  enforcement  of  work  standards  and  training  of  new  personnel. 

PROMOTIVE  LINES: 

To:  Supervisor  of  School  Janitorial  Services 

From:  Supervisor  of  Janitors  (City  College) 
Supervisor  of  Janitors 
School  Custodian 


CLASS  TITLE:  SCHOOL  JANITORIAL  SERVICES  SUPERVISOR        CODE:   2732 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  directs  and  in- 
spects the  work  of  the  school  district's  janitorial  force;  interviews 
and  assigns  new  employees;  investigates  complaints  regarding  conduct  or 
service  of  subordinates;  evaluates  and  approves  new  supplies,  methods 
and  materials;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  developing  and  enforcing  procedures 
and  methods  in  the  proper  janitorial  care  of  school  district  property; 
achieving  moderate  economies  through  the  efficient  supervising  of 
the  requisitioning  and  utilizing  of  materials  and  supplies;  making 
regular  field  contacts  with  school  principals,  administrators  and 
subordinates;  maintaining  current  and  complete  records  on  janitorial 
personnel  and  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Periodically  conducts  inspections  of  school  district  property  to 
evaluate  cleanliness,  safety  and  general  upkeep  conditions;  consults  with 
school  principal,  school  custodian  and  janitorial  force  and  prescribes 
effective  courses  of  action  in  correcting  defective  conditions;  inves- 
tigates and  adjusts  complaints  regarding  conduct  or  service  of  janitors. 

2.  Analyzes  work  methods  with  a  view  to  improving  janitorial  services 
and  utilization  of  employee  time;  instructs  supervisory  personnel  in  changes 
in  cleaning  procedure  methods  or  use  of  new  materials  and  equipment. 

3.  Interviews  applicants  and  makes  recommendations  for  employ- 
ments; assigns  and  transfers  personnel;  conducts  surveys  of  newly 
constructed  schools  or  additions  to  determine  the  required  number  of 
janitorial  personnel  to  maintain  each  plant  in  accordance  with  accepted 
standards;  prepares  work  schedules  for  each  assigned  employee  and  makes 
revisions  as  necessary. 

U.   Plans  and  directs  a  comprehensive  in-service  training  program 
for  new  janitorial  personnel;  reviews  performance  of  employees  and 
maintains  current  and  accurate  records  on  janitorial  employees. 

5.  Reviews  and  approves  or  denies  individual  school  requisitions  for 
janitorial  supplies  and  equipment;  investigates  new  supplies,  methods  and 
equipment  to  maintain  all  school  plants  in  a  modern  and  economical  manner. 

6.  Plans  and  directs  a  comprehensive  summer  program  in  the 
cleaning  and  renovating  of  school  buildings,  including  the  refinishing 
of  gymnasium  floors. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  special  training  in  the  selection  and 
proper  use  of  cleaning  agents  and  equipment  and  at  least  five  years 
of  increasingly  responsible  supervisory  experience  in  a  large  public 
institution  or  department;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE;   SCHOOL  JANITORIAL  SERVICES  SUPERVISOR        CODE;   2732 
(Continued) 

Knowledge,  Abilities  and  Skills;   Requires  thorough  knowledge 
of;  proper  school  building  janitorial  methods;  best  cleaning  materials 
and  equipment  available  for  use  in  school  buildings;  school  construction 
as  it  relates  to  cleaning  and  general  upkeep  operations. 

Requires  ability  to:  plan,  direct  and  inspect  the  work  of  a 
large  school  district  janitorial  operation;  evaluate  and  investigate 
complaints  and  take  effective  courses  of  action;  apply  methods  and 
techniques  used  in  school  janitorial  work  to  the  development  and 
direction  of  work  standards. 

PROMOTIVE  LINES; 

To;  No  normal  lines  of  promotion 

From;  Asst,  Supervisor  of  School  Janitorial  Services 
Supervisor  of  Janitors 


CLASS  TITLE:  PORTER  CODE:   2736 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  routine  manual  tasks  in 
cleaning  floors,  hallways,,  stairs,  walls,  furniture  and  equipment  in  a 
large  institution;  transports  food,  utensils,  equipment  and  supplies 
between  locations;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  in  the  performance  of  routine  manual  cleaning  and  related 
tasks;  personal  contact  with  patients,  other  institution  personnel  and 
the  general  public.  Work  involves  use  of  simple  repetitive  manual  skills 
requiring  sustained  physical  effort  in  doing  continuous  light  or  occasion- 
al heavy  work  in  surroundings  that  may  be  somewhat  disagreeable. 

EXAMPLES  OF  DUTIES: 

1.  Sweeps  and  wet-mops  the  floors  in  halls,  wards,  laboratories, 
treatment  rooms,  stairways  and  other  areas  throughout  an  institution. 

2.  Scrubs  and  waxes  floors  -with  the  aid  of  electric  scrubbing  and 
buffing  equipment. 

3.  Empties  waste  baskets  into  larger  trash  cans  and  takes  same  to 
incinerator;  takes  wet  garbage  to  garbage  room. 

U.  Washes  and  cleans  face  bowls,  commodes,  bath  tubs  and  other  bath 
room  fixtures  and  replenishes  paper  towels,  toilet  tissue,  soap,  light 
bulbs,  etc.  as  needed. 

5.  Dusts,  cleans  and  washes  all  furniture,  equipment,  walls  and 
woodwork  throughout  an  institution. 

6.  Gathers  soiled  linen  on  the  various  assigned  wards  and  loads 
into  the  laundry  chute;  sterilizes  mattresses,  pillows,  bed  linens,  etc. 

7 .  Transports  food  and  utensils  by  pushing  a  food  guerney  from 
the  kitchen  to  the  various  wards  and  return  to  kitchen;  moves  furni- 
ture, equipment  and  other  items  about  an  institution  as  required,  and 
may  carry  ice  to  various  wards;  assists  in  loading  and  unloading  trucks; 
uncrates  and  assembles  furniture  and  equipment. 

8.  May  occasionally  have  very  limited  responsibility  for  the  check- 
ing and  storing  of  a  small  variety  of  supplies,  such  as  dirty  and  clean 
linen,  office  supplies,  printed  forms,  etc. 

9.  May  occasionally  wash  and  clean  window  glass  and  electric  fix- 
tures from  ladders  or  scaffolds  from  ground  level  or  interior  heights. 

10.  As  directed,  may  occasionally  perform  the  duties  of  porter 
sub-foreman. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  8  years  of  elem- 
ent ary~~sclTo^T^—slIp^Telnelvted— by  one  year  of  experience  in  performing 
the  duties  of  a  porter,  janitor  or  other  occupation  in  which  the 
principal  duties  include  routine  manual  cleaning  tasks;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  modern 
cleaning  methods  and  materials;  cleaning  tools  and  equipment,  their 
uses  and  upkeep. 


CLASS  TITLE:  PORTER  (Continued)  CODE:   2736 

Requires  ability  and  skill  to  bend,  stoop,  reach,  stretch,  push,  lift 
and  carry;  work  from  ladders  or  scaffolds  from  ground  level  or  at  interior 
heights;  follow  oral  and  written  instructions;  get  along  well  with  others, 

PROMOTIVE  LINES: 

To:  Porter  Sub-Foreman 

From:  Original  entrance  examination 


CLASS  TITLE:   PORTER  SUB-FOREMAN  CODE:   2738 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  porter  duties  in  maintaining  a 
large  institution  in  a  clean  and  orderly  condition;  and  in  addition, 
supervises  the  work  of  a  small  crew  of  porters  performing  such  duties;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  related  to  routine  manual  cleaning  tasks;  safe- 
guarding of  supplies  and  equipment;  personal  contact  with  patients,  other 
institution  personnel,  and  the  general  public;  making  and  keeping  routine 
records  and  reports.  Work  involves  the  use  of  simple  repetitive  manual 
skills,  with  short  periods  of  concentration  required  to  assure  satis- 
factory results,  requiring  sustained  physical  effort  in  doing  continuous 
light  or  occasional  heavy  work  in  surroundings  that  may  be  somewhat 
disagreeable. 

EXAMPLES  OF  DUTIES: 

1.  Performs  the  duties  of  a  porter  in  maintaining  an  institution 
in  a  clean  and  orderly  condition. 

2.  Assigns  duties  to  a  small  crew  of  porters  and  inspects  their 
work  for  satisfactory  results 

3-   Checks  timecards  of  subordinates  and  reports  tardiness  of 
porters  to  the  porter  foreman  or  porter  general  foreman,  and  reports 
any  uncovered  assignments. 

h.      Trains  and  instructs  new  porter  personnel,  explaining  and 
demonstrating  accepted  methods  and  procedures  to  be  followed. 

5.  Supervises  and/or  engages  in  the  transporting  of  food,  utensils, 
furniture,  equipment,  ice  and  other  items  throughout  an  institution  as 
required. 

6.  May  supervise  and/or  engage  in  the  very  minor  repair  and 
adjustment  of  tools  and  equipment  used  in  executing  the  duties  of  the 
position,  or  reports  the  need  for  minor  or  major  repairs  to  such  tools 
and  equipment. 

7.  As  directed,  may  occasionally  perform  the  duties  of  porter 
foreman  for  limited  periods. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  two  years  of  experience  in  perform- 
ing the  duties  of  porter,  janitor  or  other  occupation  in  which  the 
principal  duties  include  routine  manual  cleaning  tasks,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
modern  cleaning  methods  and  materials,  tools  and  equipment,  their  uses 
and  upkeep. 


CLASS  TITLE:  PORTER  SUB-FOREMAN  (continued)  CODE:   2738 

Requires  the  ability  and  skill  to  bend,  stoop,  reach,  stretch,  push, 
lift  and  carry;  issue  and  follow  oral  and  written  instructions;  keep 
simple  records  and  make  simple  reports;  make  preliminary  recommendation 
regarding  the  adequacy  of  performance  of  new  porter  personnel;  get 
along  well  with  others. 

PROMOTIVE  LINES: 

To:  Porter  Foreman 

From;  Porter 


CLASS  TITLE:  PORTER  FOREMAN  CODE:   27UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  directs  and  supervises  the  work  of  several  crews 
of  porters  in  maintaining  a  large  institution  in  a  clean  and  orderly- 
condition;  or  is  responsible  for  the  cleanliness  of  one  or  two  of  a 
group  of  large  institutional  buildings;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  carrying  out,  interpreting  and 
enforcing  existing  policies,  methods  and  procedures  and  for  assisting 
in  originating  intra-unit  methods  and  procedures  related  to  routine 
manual  cleaning  tasks;  proper  handling  and  care  of  materials,  equipment 
and  supplies;  personal  contacts  with  patients,  other  institution 
personnel  and  the  general  public;  gathering,  preparing  and  maintaining 
ordinary  operating  records  and  reports.  Work  involves  the  use  of  some 
independent  judgment  with  continuous  close  attention  required  to  assure 
satisfactory  results;  normal  physical  effort  in  surroundings  that  may- 
be somewhat  disagreeable. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  the  work  and  work  areas  to  several  crews  of  porters 
engaged  in  maintaining  an  institution  in  a  clean  and  orderly  condition 
on  a  7-day  week  schedule. 

2.  Regularly  inspects  and  makes  "spot  checks"  on  the  various 
work  areas  for  cleanliness  and  proper  service  by  porters  and  makes 
corrections  where  indicated:  makes  reports  thereon. 

3.  Explains  procedures  and  methods  to  subordinates  by  written  and 
oral  instructions,  demonstrations  and  other  training  methods. 

h.      Interprets  departmental  rules,  regulations  and  policies  to 
subordinates. 

5.  Reviews  watchmen's  reports  and  timeclocks;  refers  reported 
maintenance  problems  to  proper  institution  personnel  for  correction. 

6.  May  requisition  housekeeping  and  other  limited  supplies  as 
needed. 

7.  As  directed,  may  perform  the  duties  of  porter  general  foreman 
for  limited  periods. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school;  supplemented  by  four  years  of  experience  in  perform- 
ing the  duties  of  a  porter,  janitor  or  other  occupation  in  which  the 
principal  duties  are  those  of  routine  minor  cleaning  tasks,  at  least 
two  years  of  which  shall  have  involved  the  direction  and  supervision  of 
similar  work  by  others;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  cleaning  methods  and  materials,  their  uses  and  upkeep; 
effective  supervisory  and  training  principles  and  practices;  depart- 
mental rules,  regulations  and  policies. 


CLASS  TITLE:   PORTER  FOREMAN   (continued)  CODE:   2?UO 

Requires  ability  and  skill  to:  arrange  work  schedules;  give 
effective  oral  and  written  orders;  make  and  keep  adequate  time  and  work 
records;  interpret  departmental  rules,  regulations  and  policies; 
correct  inadequacies  in  the  performance  of  subordinates;  get  along  well 
with  others. 

PROMOTIVE  LINES: 

To :  Porter  General  Foreman 

From:  Porter  Sub-Foreman 


CLASS  TITLE:   INTERIOR  WINDOW  CLEANER  CODE:  27hh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cleans  the  inside  of  windows  throughout 
large  buildings;  vacuum  cleans  window  screens;  and  performs  related 
duties  as  required. 

Requires  nor-mal  responsibility  for:  following  established  methods 
and  procedures  in  the  performance  of  interior  window  cleaning  tasks. 
Work  involves  the  use  of  simple  repetitive  manual  skills  involving  sus- 
tained physical  effort  in  doing  continuous  light  hazardous  work  in  some- 
what unpleasant  surroundings, 

EXAMPLES  OF  DUTIES: 

1.  Washes  and  cleans  interior  and/or  exterior  windows  from  inside 
of  building  using  water  or  cleaning  powder  and  brush  or  wet  cloth;  dries 
windows  with  squeegee. 

2.  Vacuum  cleans  all  window  screens;  cleans  electric  lighting  fix- 
tures, shades,  as  needed;  cleans  electric  fans,  as  needed;  may  also 
clean  mirrors  and  other  glass  surfaces. 

3.  Cleans  exterior  windows  and  glass  doors  from  ground  level. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  elem- 
entary school,  supplemented  by  one  year  of  experience  in  performing  the 
duties  of  a  porter,  Janitor  or  other  occupation  in  which  the  principal 
duties  are  those  of  routine  manual  cleaning  tasks;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  modern 
cleaning  methods,  tools  and  materials  as  it  applies  to  window  cleaning. 

Requires  the  ability  and  skill  to:  stoop,  reach,  stretch,  lift  and 
carry;  work  from  ladder  at  ground  level  or  interior  heights;  follow 
oral  and  written  instructions;  get  along  well  with  others. 

PROMOTIVE  LINES: 

£0:  Porter  Sub-Foreman 

From:   Porter 


CLASS  TITLE:   LAUNDRY  UTILITY  WORKER  CODE:   2750 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  wide  variety  of  routine 
unskilled  and  semi-skilled  duties  in  an  institution  laundry;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  related  to  proper  handling  of  laundry  in  an  institution; 
keeping  simple  tally  sheets.  Work  involves  the  use  of  simple  repetitive 
manual  skills  and  continuous  sustained  physical  effort  in  doing  light  or 
occasional  heavy  work  in  unpleasant  surroundings. 

EXAMPLES  OF  DUTIES: 

1.  Sorts,  counts  and  wraps  soiled  laundry  at  laundry  chutes,  loads 
onto  cart  and  pushes  to  the  laundry  to  be  washed;  carts  soiled  laundry 
from  distribution  room  to  the  laundry  to  be  washed. 

2.  Sorts,  shakes,  lays  out  and  stacks  clean  laundry  for  ironing. 

3.  Works  on  sheet-shaker  machine  in  spreading  sheets  for  ironing. 
h-     Feeds  clean  laundry  to  be  ironed  through  a  flatwork  ironing 

machine. 

5.  Pulls  ironed  laundry  from  the  flatwork  ironing  machine. 

6.  Folds,  counts  and  stacks  ironed  laundry  and  places  on  guerneys 
for  distribution  to  various  institution  locations;  keeps  a  count  of 
such  finished  laundry. 

7.  Folds,  counts,  stacks,  wraps  and  ties  clean,  dry  laundry  and 
places  in  laundry  hampers;  keeps  a  count  of  such  finished  laundry. 

8.  Delivers  finished  laundry  to  pressing  room,  distribution  room, 
wards,  and  other  institution  locations  as  directed. 

9.  May  load  and  unload  tumblers  and  extractors  of  washed  laundry. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school;  supplemented  by  one  year  of  experience  in  a  large 
commercial  or  institution  laundry,  performing  duties  similar  to  those 
of  laundry  utility  worker  as  described  above;  or  an  equivalent 
combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:   Requires:   general  knowledge  and 
intelligence  commensurate  with  an  eighth  grade  education;  an  elementary 
knowledge  of  the  machinery,  operations,  methods  and  procedures  used  in 
a  large  commercial  or  institution  laundry. 

Requires  the  ability  and  skill  to:   follow  instructions  accurately; 
get  along  well  with  others;  bend,  reach,  lift,  carry,  stoop  and  push. 

PROMOTIVE  LINES: 

lb:   Senior  Laundry  Utility  Worker 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  LAUNDRY  UTILITY  WDRKER  CODE:   2752 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  the  duties  of  a  laundry  utility  worker, 
including  a  wide  variety  of  routine  unskilled  and  semi-skilled  work  in 
an  institution  laundry;  in  addition,  performs  more  responsible  work  in 
keeping  records  and  making  reports  regarding  the  total  daily  output  of 
finished  laundry;  may  supervise  and  inspect  the  work  of  subordinate 
laundry  personnel;  and  performs  i elated  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining 
established  methods  and  procedures  related  to  the  proper  handling  of 
laundry  in  an  institution;  achieving  minor  economies  through  the 
efficient  use  of  some  laundry  machinery,  and  through  the  effective 
training  of  subordinate  personnel;  keeping  detailed  operating  records 
and  making  reports  thereon.  Work  involves  the  use  of  simple  repetitive 
manual  and  mental  skills  involved  in  routine  arithmetic  computations; 
exercise  of  close  attention  for  accurate  results;  sustained  physical 
effort  in  continuous  light  or  occasional  heavy  work  in  unpleasant 
surroundings. 

EXAMPLES  OF  DUTIES: 

1.  Performs  and/or  supervises  the  performance  of  the  duties  of 
laundry  utility  worker,  such  as  sorting,  shaking,  counting,  stacking, 
wrapping,  tieing,  carting  and  delivering  laundry,  and  operating  the 
various  laundry  machines. 

2.  Keeps  a  record  of  the  daily  output  of  finished  laundry  by 
types;  lists  on  charts  and  reports  same  to  laundry  superintendent. 

3.  Assures  the  flatwork  ironing  machine  is  ready  for  use  in  the 
morning. 

U.  Maintains  a  steady  flow  of  work  to  avoid  having  flatwork 
ironing  machines  idle. 

5>.  Instructs  new  personnel  in  methods  and  procedures  used  in 
work  to  be  done. 

6.  Reports  to  laundry  supervisors  when  equipment  is  not  working 
properly. 

7.  May  assign  subordinate  personnel  to  the  various  stations  in 
the  laundry,  and  checks  upon  the  adequacy  of  their  work. 

8.  May  take  telephone  calls  and  route  messages. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  three  years  of  experience  in  a  large 
commercial  or  institution  laundry  performing  duties  similar  to  those 
of  laundry  utility  worker;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE:   SENIOR  LAUNDRY  UTILITY  WORKER  (continued)     CODE:   27^2 

Knowledge,,  Abilities  and  Skills:  Requires:  general  knowledge  and 
intelligence  commensurate  with  an  eighth  grade  education;  a  working 
knowledge  of  the  machinery,  operations,,  methods  and  procedures  used  in 
a  large  commercial  or  institution  laundry. 

Requires  ability  to:   follow  instructions  accurately;  issue 
instructions  effectively;  instruct  new  personnel;  get  along  well  with 
others;  keep  detailed  operating  records  involving  simple  arithmetic 
computations;  bend,  reach;,  lift,  carry,  stoop  and  push. 

PROMOTIVE  LINES: 

To :   Laundry  Machine  Operator 
Washer 

From:   Laundry  Utility  Worker 


CLASS  TITLE:  LAUNDRY  MACHINE  OPERATOR  CODE:  27SU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  commercial- type  centrifugal  extractors 
and/or  tumblers  in  an  institution  laundry;  and  performs  related  duties  as 
requi  red . 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  related  to  the  proper  handling  of  laundry  in  an  insti- 
tution; achieving  moderate  economies  through  the  proper  operation  of 
machinery;  personal  contact  with  other  than  coworkers;  occasional  simple 
reports  and  records.  Work  involves:  the  use  of  manual  skills  prescribed 
by  standard  practice,  with  normal  attention  given  for  accurate  results; 
continuous  physical  effort  in  unpleasant  surroundings. 

EXAMPLES  OF  DUTIES: 

1.  Loads  and  balances  a  laundry  extractor  with  clean  wet  laundry. 

2.  Transfers  extracted  loads  from  the  machine  into  a  large  metal 
basket  in  preparation  for  dry  tumbling,  or  on  to  a  conveyor  belt  for 
conditioning  tumbling,  depending  upon  the  load  extracted. 

3.  Loads  and  balances  laundry  conditioner  tumblers  with  extracted 
laundry  requiring  conditioning. 

ii.  Transfers  conditioned  loads  from  the  machine  into  a  cart  and 
pushes  the  cart  to  the  laundry  ironing  machines. 

5.  Loads  and  balances  laundry  dry  tumblers  with  extracted  laundry. 

6.  Transfers  dry  loads  from  the  machine  into  a  cart  for  further 
processing. 

7.  Operates  an  electric  device  related  to  automatic  equipment, 
including  electric  overhead  crane  equipment. 

8.  Periodically,  and  as  needed,  cleans  and  lubricates  the 
machinery  operated,  including  the  cleaning  of  lint  filters  located  on 
the  roof;  and  cleans  the  immediate  work  area  as  required. 

9.  May  keep  simple  records  of  emergency  work  done  for  the  purpose 
of  billing  and  charging. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  one  year  of  experience  in  a  com- 
mercial or  institution  laundry  in  the  performance  of  the  duties  of  a 
laundry  machine  operator  as  described  above;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires:   general  knowledge  and 
intelligence  commensurate  with  an  eighth  grade  education;  a  working 
knowledge  of  the  operation  of  large  commercial-type  extractors  and 
tumblers,  methods  and  procedures;  some  knowledge  of  laundry  machinery 
other  than  extractors  and  tumblers. 

Requires  ability  and  skill  to:   follow  instructions  accurately; 
bend,  reach,  lift,  carry  and  push. 


CLASS  TITLE:      LAUNDRY  MACHINE  OPERATOR     (continued)  CODE:      27 5h 

PROMOTIVE  LINES: 

To :     Washer 

From:  Laundry  Utility  Worker 

Senior  Laundry  Utility  Worker 


CLASS  TITLE:  WASHER  CODE:   2?56 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  commercial- type  washing  machines  in  an 
institution  laundry;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  related  to  the  proper  handling  of  laundry  in  an  insti- 
tution; achieving  moderate  economies  through  the  proper  operation  of 
machinery;  personal  contact  with  other  than  coworkers.  Work  involves: 
the  use  of  manual  skills  prescribed  by  standard  practice,  with  normal 
attention  for  accurate  results;  continuous  physical  effort  in  unpleasant 
surroundings  and  conditions  that  are  rather  hazardous. 

EXAMPLES  OF  DUTIES: 

1.  Loads  and  balances  washing  machines  with  a  large  variety  of 
soiled  laundry. 

2.  Operates  washing  machines  for  the  appropriate  length  of  time 
according  to  the  load  being  washed. 

3-  Prepares  and  adds  to  the  wash  all  washing  solutions  as  pre- 
scribed for  the  type  of  load  being  washed,  such  as  soap,  bleach,  bluing, 
sours,  starch,  etc. 

U.   Unloads  washing  machines  of  clean  load. 

5.  Makes  minor  adjustments  and  renders  minor  service  to  washing 
machines;  reports  the  need  for  service  and  repairs  of  machines  to 
laundry  supervisors. 

6.  May  perform  a  number  of  other  related  typical  laundry  duties 
as  directed  by  laundry  supervisors. 

MINIMUM  QUALIFICATIONS: 

"raining  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school  supplemented  by  one  year  of  experience  in  a  com- 
mercial or  institution  laundry  in  the  performance  of  the  duties  of  a 
washer  as  described  above;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires:   general  knowledge  and 
intelligence  commensurate  with  an  eighth  grade  education;  a  working 
knowledge  of  the  operation  of  large  commercial-type  washing  machines, 
methods  and  procedures;  some  knowledge  of  the  operation  of  laundry 
machinery  other  than  washing  machines. 

Requires  ability  and  skill  to:  follow  instructions  accurately; 
bend,  reach,  lift,  carry  and  push. 

PROMOTIVE  LINES: 

To:   Senior  Washer 

From:  Laundry  Machine  Operator 

Senior  Laundry  Utility  Worker 


CLASS  TITLE:   SENIOR  WASHER  CODE:   2758 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  the  duties  of  a  washer  in 
operating  commercial-type  washing  machines;  in  addition,  supervises  the 
work  of  washers  and  other  subordinate  laundry  personnel;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  related  to  proper  handling  of  laundry  in  an 
institution;  achieving  considerable  economies  through  the  proper 
operation  of  machinery,  its  maintenance  and  upkeep,  and  for  keeping  the 
flow  of  work  steady;  personal  contacts  with  other  than  coworkers; 
simple  records  and  reports.  Work  involves:   the  use  of  some  technical 
skills  requiring  some  independent  judgment  in  the  choice  of  one  of 
several  procedures;  close  attention  for  accurate  results,  with 
sustained  physical  effort  in  unpleasant  surroundings  and  conditions 
that  are  rather  hazardous. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and/or  performs  the  duties  of  a  washer  in  loading, 
unloading,  operating,  adding  solutions  to,  and  adjusting  commercial- 
type  washing  machines. 

2.  Makes  minor  adjustments  and  repairs  to  washing  machines  and 

is  responsible  for  the  reporting  of  needed  major  adjustments  and  repairs, 

3.  Is  responsible  for  assuring  that  the  proper  formula  plate  is 
on  each  washing  machine. 

h>      Supervises  and  checks  the  work  in  the  sorting  room  where 
soiled  laundry  is  readied  for  washing. 

5.  Instructs  new  personnel  in  the  methods  and  procedures  used  in 
operating  washing  machines. 

6.  May  supervise  the  work  of  subordinate  laundry  personnel 
engaged  in  operating  commercial-type  laundry  machinery  other  than 
washing  machines,  such  as  extractors,  tumblers  and  ironers. 

7.  May  change  padding,  aprons,  feed  ribbons  and  feed  belts  on 
flat  work  ironing  machines. 

8.  May  check  and  order  supplies  and  materials  used  in  the  laundry. 

9.  As  directed,  may  perform  the  duties  of  laundry  superintendent 
for  limited  periods. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school;  supplemented  by  three  years  of  experience  in  a 
commercial  or  institution  laundry  in  the  performance  of  the  duties  of 
a  washer;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires:  general  knowledge  and 
intelligence  commensurate  with  an  eighth  grade  education;  a  thorough 
knowledge  of  the  operation  of  large  commercial- type  washing  machines, 
methods  and  procedures;  a  working  knowledge  of  the  operation  of  laundry 
machinery  other  than  washing  machines. 


CLASS  TITLE:   SENIOR  WASHER  (continued)  CODE:   2758 

Requires  ability  and  skill  to:  follow  prescribed  procedures  by- 
written  or  oral  instructions;  give  such  instructions  effectively  to 
others;  teach  new  employees  and  pass  upon  the  adequacy  of  their  per- 
formance; make  minor  adjustments  and  repairs  to  machinery;  recognize 
the  need  for  major  adjustments  and  repairs;  bend,  reach,  carry  and 
push. 

PROMOTIVE  LINES: 

To:  Laundry  Superintendent 

From:  Washer 


CLASS  TITLE:   PRESSER  OPERATOR  CODE:   2762 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  skilled  duties  in  the  oper- 
ation of  a  set  of  commercial  type  hot  presses  in  an  institution  laundry 
pressing  room;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  related  to  proper  handling  of  laundry  in  an  institution; 
achieving  minor  economies  through  the  proper  operation  of  the  presses; 
keeping  simple  work  records  and  reports.  Nature  of  the  work  involves: 
the  use  of  manual  technical  skills  prescribed  by  standard  practice,  with 
normal  attention  given  for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Operates  a  set  of  hot  presses  in  pressing  a  large  variety  of 
hospital  staff  laundry,  such  as  uniforms,  caps,  belts,  aprons,  bibs, 
coats,  pants,  shirts,  etc. 

2.  Undresses  and  redresses  the  hot  presses  at  intervals;  cuts 
material  for  repadding. 

3.  May  work  on  flat  work  ironing  machine. 

U.  May  perform  other  related  and  miscellaneous  unskilled  and 
semi-skilled  laundry  tasks  as  required  or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school  supplemented  by  one  year  of  experience  in  a  large 
commercial  or  institution  laundry  in  the  performance  of  presser  operator 
duties;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires:   general  knowledge  and 
intelligence  commensurate  with  an  eighth  grade  education;  a  working 
knowledge  of  the  operation  of  commercial  type  hot  presses,  methods  and 
procedures;  an  elementary  knowledge  of  other  laundry  machinery. 

Requires  ability  and  skill  to:   follow  instructions  accurately; 
bend,  reach,  lift,  carry  and  push. 

PROMOTIVE  LINES: 

To:  Senior  Presser  Operator 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  PRESSER  OPERATOR  CODE:   276U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  perforins  the  skilled  duties  of  a  presser 
operator  in  the  operation  of  a  set  of  commercial- type  hot  presses;  in 
addition,  supervises  the  work  of  presser  operators  so  engaged;  mixes 
starch  solutions;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  related  to  proper  handling  of  laundry  in  an 
institution;  achieving  minor  economies  through  the  proper  operation  of 
the  presses,  maintaining  a  steady  work  flow,  and  the  proper  mixing  of 
starch  solutions;  making  and  keeping  simple  operating  records  and 
reports.   Nature  of  the  work  involves:   the  use  of  manual  and  technical 
skills  with  close  attention  given  for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operations  and  personnel  in  the  pressing  room; 
supervises  and/or  performs  the  duties  of  a  presser  operator  in  pressing 
a  large  variety  of  hospital  staff  laundry,  such  as  uniforms,  caps, 
belts,  aprons,  bibs,  coats,  pants,  shirts,  etc. 

2.  Checks  finished  work  to  assure  uniform  quality  and  standards 
as  to  being  properly  ironed  and  folded. 

3.  Trains  new  employees  in  the  operation  and  maintenance  of 
various  hot  presses. 

U.  Mixes  starch  solutions  for  uniforms,  caps,  coats,  pants, 
shirts,  etc.  and  otherwise  prepares  them  for  ironing. 

5.  Counts  and  keeps  simple  daily  records  of  all  finished  starch 
work. 

6.  Reports  to  laundry  supervisor  when  machinery  is  not  working 
properly. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  three  years  of  experience  in  a  large 
commercial  or  institution  laundry  in  the  performance  of  the  duties  of 
a  presser  operator;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires:  a  thorough  knowledge 
of:   the  operation  of  commercial-type  hot  presses,  methods  and  pro- 
cedures, and  starches,  starch  solutions  and  their  uses;  some  knowledge 
of  laundry  machinery  other  than  hot  presses. 

Requires  the  ability  and  skill  to:   follow  instructions  accurately 
and  give  such  instructions  effectively;  teach  new  employees  and  pass 
upon  the  adequacy  of  their  performance;  keep  simple  operating  records 
and  reports  involving  routine  computations;  bend,  reach,  lift,  carry 
and  push. 


CLASS  TITLE:      SENIOR  PRESSER  OPERATOR     (continued)  CODE:      2761; 

PROMOTIVE  LINES: 

To:      No  normal  lines  of  promotion 

From:      Presser  Operator 


CUSS  TITLE:   LAUNDRESS  CODE:   2768 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  unskilled  through  skilled 
duties  in  a  relatively  small  laundry  room  in  maintaining,  washing  and 
ironing  a  variety  of  laundry  involving  the  use  of  domestic  type  laundry 
appliances  or  relatively  small  commercial  type  laundry  machinery;  and 
performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  related  to  the  performance  of  various  laundry  tasks; 
achieving  moderate  economies  through  the  proper  operation  of  appli- 
ances and  machinery,  and/or  mending  of  damaged  articles;  occasional 
personal  contacts  with  other  than  coworkers;  making  and  keeping  records 
and  reports.  Nature  of  work  requires:   the  use  of  some  technical 
skills  prescribed  by  standard  practice  involving  several  different 
procedures;  normal  attention  for  accurate  results;  sustained  physical 
effort  in  pleasant  surroundings  with  relatively  low  hazard  potential. 

EXAMPLES  OF  DUTIES: 

1.  Separates  and  sorts  clothes  and  other  laundry  before  and  after 
washing. 

2.  Washes  laundry  in  a  domestic  type  laundry  machine. 

3.  Loads  wet  wash  into  a  domestic  type  dryer  or  into  small 
commercial  type  extractors  and  tumblers. 

k.      Irons  dry  laundry  using  domestic  type  steam  iron  or  mangle, 
or  a  small  commercial  type  hot  pressing  machine. 

5.  Mixes  starch  solutions  and  starches  laundry  as  indicated. 

6.  Mixes  dye  solutions  and  dyes  costumes,  yardage  and  other  items 
as  indicated. 

7.  Folds,  places  into  bags,  and  otherwise  prepares  clean  laundry 
for  distribution. 

8.  May  perform  other  related  and  miscellaneous  duties  as  directed 
by  supervisors. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  one  year  of  experience  in  the 
performance  of  the  duties  of  a  laundress  as  described  above,  in  either 
a  large  commercial  or  institution  laundry,  or  as  a  domestic  employee 
whose  principal  duties  included  those  described  above,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires:   general  knowledge  and 
intelligence  commensurate  with  an  eighth  grade  education;  working  know- 
ledge of  the  operation  of  domestic  type  laundry  appliances  and  small 
commercial  type  laundry  machinery,  methods  and  procedures;  some  know- 
ledge of  the  mixing  of  starch  and  dye  solutions  and  their  uses  and  the 
classification  of  linens. 

Requires  the  ability  and  skill  to:   follow  instructions  accurately; 
bend,  reach,  lift,  carry  and  push. 


CLASS  TITLE:   LAUNDRESS   (continued)  CODE:   2768 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   SEAMSTRESS  CODE:   2772 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  number  of  skilled  duties  in  the 
manufacture  and/or  repair  and  alteration  of  a  large  variety  of  cloth 
items  with  the  aid  of  an  electric  cutter  and  a  power  sewing  machine  with 
attachments;  makes  and  cuts  patterns;  marks  linens;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:   following  established  procedures  and 
methods  related  to  the  sewing  of  clothing  and  other  items;  carrying 
out  and  explaining  established  methods  and  procedures  when  directing 
inmate  help  in  this  work;  developing  procedures  when  making  patterns 
for  new  requested  cloth  items;  achieving  economies  through  the 
efficient  cutting  of  cloth  materials,  and  the  efficient  mending  and  re- 
habilitating of  would-be  discarded  items.  Work  requires:   the  use  of 
technical  skills  prescribed  by  standard  practice,  but  requiring  some 
arithmetic  computation  and  the  use  of  several  procedures;  close  atten- 
tion for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Makes  and  cuts  patterns  to  be  used  in  the  sewing  of  a  variety 
of  cloth  items. 

2.  Cuts  yardage  and  sews  a  large  variety  of  special  linens  and 
clothing  for  the  various  departments  of  a  large  institution. 

3.  Repairs,  alters  and  rehabilitates  a  large  variety  of  cloth 
items. 

h.      Calculates  the  amount  of  yardage  needed  for  various  items  to 
be  sewn. 

5.  Uses  a  steam  iron  during  the  sewing  process. 

6.  Cleans  and  makes  minor  adjustments  to  sewing  machines. 

7.  Marks  linen  and  other  cloth  items  with  an  identifying  mark 
by  use  of  a  marking  machine. 

8.  May  supervise  inmate  help  in  sewing  room. 

9.  In  a  small  sewing  room,  may  supervise  the  operation  of  a  small 
central  linen  room. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  one  year  of  experience  in  the  performance 
of  the  duties  of  a  seamstress  as  described  above:  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires:   general  knowledge  and 
intelligence  commensurate  with  a  high  school  education;  working  know- 
ledge of  the  methods  and  procedures  used  in  the  making  and  cutting  of 
patterns,  and  of  the  sewing  and  repairing  of  a  large  variety  of  cloth 
items,  including  clothing,  involving  the  use  of  power  cutters  and 
power  sewing  machines;  a  good  knowledge  of  fabrics. 

Requires  ability  and  skill  to:  make  simple  calculations  in  terms 
of  the  amount  of  yardage  needed  to  accomplish  a  particular  manufacturing- 
sewing  job;  train  and  supervise  others  in  instances  where  inmate  help  is 
utilized;  follow  written  and  oral  directions  accurately  and  get  along 


CLASS  TITLE:   SEAMSTRESS   (continued)  CODE:   2772 

well  with  others;  operate  the  various  power  machines  involved * 
PROMOTIVE  LINES: 

To:  Head  Seamstress 

From:   Original  entrance  examination 


CLASS  TITLE:   HEAD  SEAMSTRESS  CODE:   277U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  the  skilled  duties  of  a 
seamstress;  and  in  addition,  supervises  the  operation  of  a  sewing 
room  and  the  work  of  a  small  group  of  seamstresses  and  inmate  help; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining,  inter- 
preting, and  enforcing  existing  methods  and  procedures  related  to  the 
sewing  of  clothing  and  other  material;  originating  and  developing 
methods  and  procedures  in  the  design  of  requested  cloth  items;  achieving 
considerable  economies  through  the  efficient  cutting  of  cloth  material, 
efficient  repairing  and  rehabilitating  of  would-be  discarded  items, 
efficient  estimating  of  linen  requirements  for  each  semi-fiscal  year, 
and  the  diligent  inspection  of  all  new  linen  and  finished  sewing  to 
see  they  meet  rigid  specifications;  personal  contact  with  various  levels 
of  department  personnel;  preparation  of  operating  records,  reports, 
budget  estimates,  and  time  records.  Work  requires:   the  use  of  con- 
siderable technical  skills,  requiring  arithmetic  computations,  the 
use  of  several  procedures,  and  the  exercise  of  some  independent 
judgment;  close  attention  for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operation  of  a  sewing  room. 

2.  Performs  and/or  supervises  the  performance  of  the  duties  of 
a  seamstress  in  the  making  and  cutting  of  patterns,  cutting  yardage, 
sewing  a  variety  of  cloth  items,  repairing  cloth  items,  calculating 
amounts  of  yardage  needed,  using  steam  iron,  cleaning  and  adjusting 
sewing  machines,  marking  linens. 

3.  Inspects  completed  work  to  see  that  it  meets  the  needs  and 
specifications  of  using  departments. 

it.  Designs  and  drafts  patterns  for  articles  to  be  sewn. 

5.  Submits  semi-fiscal  year  budget  estimates  for  linen  require- 
ments, and  otherwise  orders  materials  and  supplies. 

6.  Inspects  all  new  linen  shipments  to  see  they  meet  rigid 
specifications . 

7.  Keeps  various  records,  such  as  time  records,  records  of  sewing 
jobs  ordered  by  the  various  using  departments  and  sections,  records 

of  materials  and  supplies  to  be  received,  etc. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  three  years  of  experience  in  the  per- 
formance of  the  duties  of  a  seamstress  ,  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires:   general  knowledge 
and  intelligence  commensurate  with  a  high  school  education;  a 
thorough  knowledge  of  the  methods  and  procedures  used  in  the  making 
and  cutting  of  patterns,  and  the  sewing  and  repairing  of  a  large 
variety  of  cloth  items,  including  clothing,  involving  the  use  of  power 
cutters  and  power  sewing  machines;  a  working  knowledge  of  fabrics. 


CLASS  TITLE:   HEAD  SEAMSTRESS   (continued)  CODE:   277i| 

Requires  the  ability  and  skill  to:   make  semi-fiscal  estimates  for 
materials  and  supplies;  make  arithmetic  computations  to  determine  amounts 
of  yardage  needed  to  accomplish  specific  manufacturing- sewing  jobs; 
train  and  supervise  seamstresses  and  inmate  help;  efficiently  lay  out 
the  work;  give  effective  oral  and  written  instructions;  judge  and  pass 
upon  the  adequacy  of  performance  of  new  subordinate  personnel;  make 
and  keep  clear  operating  records  and  reports;  get  along  well  with  others; 
operate  the  various  power  machines  involved. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Seamstress 


CLASS  TITLE:   LAUNDRY  CLERK  CODE:  2778 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  clerical  duties  in  the  re- 
ceiving, marking,  stocking  and  distributing  of  staff  laundry  or  institu- 
tion laundry  in  a  marking  and  distribution  room;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  related  to  clerical  activities  in  a  laundry;  personal  con- 
tact with  hospital  personnel  of  relatively  high  rank;  making  and  keeping 
routine  but  important  records  and  reports.   Nature  of  work  involves  the 
use  of  clerical  and  manual  skills  prescribed  by  standard  practice,  but 
which  requires  some  arithmetic  computation,  the  use  of  several  procedures; 
and  close  attention  for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Checks  in  and  pen-marks  soiled  staff  laundry,  which  includes  pants, 
coats,  shirts,  underwear,  sox,  uniforms,  caps,  overalls,  smocks,  etc. 

2.  Keeps  a  permanent  records  of  all  laundry  marks  and  of  all  items 
checked  in. 

3.  Counts,  distributes,  cheoks  out,  wraps,  bundles  and  stores  all 
finished  staff  laundry  in  compartments,  according  to  laundry  marks,  in 
making  ready  for  return  of  items  to  the  individuals  concerned. 

U.   Returns,  laundry,  as  it  is  called  for,  to  individuals  concerned. 

5.  Endeavors  to  account  for  missing  and  uncalled  for  items. 

6.  Receives,  accounts  for,  and  places  in  stock  the  finished  hospital 
laundry  as  received  from  the  laundry  room,  including  smocks,  gowns,  bed- 
spreads, bath  towels,  cotton  blankets,  etc. 

7.  Issues  linens  to  various  wards  and  departments  on  the  basis  of 
written  requisitions. 

8.  Maintains  accurate  count  of  laundry  received,  issued  and  on  hand 
as  stock,  and  keeps  other  suitable  records  of  linen  room  operations. 

9.  May  perform  other  related  and  miscellaneous  laundry  tasks  as  re- 
quired or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  high  school; 
supplemented  by  one  year  of  experience  in  a  large  commercial  or  insti- 
tution laundry  in  the  performance  of  the  duties  of  a  laundry  clerk  as 
described  above,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  and  in- 
telligence commensurate  with  a  high  school  education;  a  working  knowledge 
of  the  operation,  methods  and  procedures  used  in  a  large  receiving  and 
distributing  laundry  room,  including  the  receiving,  marking,  stocking 
and  distributing  of  a  large  variety  of  laundry  items;  some  knowledge  of 
the  classification  of  linens. 

Requires  ability  and  skill  to  make  and  keep  routine  but  important 
operating  records  and  reports;  simple  computations;  deal  kindly,  cour- 
teously and  pleasantly  with  others;  stoop  lift,  reach  and  carry. 


CLASS  TITLE:  LAUNDRY  CLERK  (continued)  CODE:   2778 

PROMOTIVE  LINES: 

To:   Senior  Clerk 

From :  Original  entrance  examination 
Junior  Clerk 


CLASS  TITLE:   LAUNDRY  SUPERINTENDENT  CODE:   2?82 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  has  charge  of  and  is  responsible  for  the 
operation  of  a  large  institution  laundry:  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  enforcing, 
and  coordinating  existing  methods  and  procedures,  and  giving  major  assist- 
ance in  developing  and  originating  methods  and  procedures  related  to  the 
operation  of  a  large  institution  laundry;  achieving  considerable  economies 
through  the  proper  training  of  subordinantes,  the  proper  maintenance  and 
upkeep  of  expensive  machinery,  the  efficient  scheduling  and  assigning 
of  work  to  keep  the  operations  running  smoothly,  the  directing  of  the 
efficient  use  of  materials  and  supplies,  and  the  developing  and 
implementing  of  approved  methods  and  procedures;  making  contacts  with 
personnel  of  all  ranks,  including  top  administrators  during  staff  con- 
ferences; making  and  keeping,  or  supervision  thereof,  detailed  operat- 
ing reports  and  records.  Work  requires:   complete  knowledge  of  the 
operations  and  functions  of  a  laundry  department,  and  the  application 
of  specialized  skills  in  the  operation  thereof. 

EXAMPLES  OF  DUTIES: 

1.  Is  responsible  for  the  efficient  operation  of  a  large  institu- 
tion laundry,  including  the  assigning,  supervising,  and  being  responsible 
for  the  efficient  discharge  of  duties  of  the  employees  in  the  several 
laundry  classifications,  and  some  inmate  help. 

2.  Inspects  completed  laundry  work  and  causes  corrections  and 
improvements  to  be  made  therein  when  possible. 

3.  Makes  and/or  supervises  the  making  of  adjustments  to  all 
laundry  equipment  and  machinery;  supervises  the  making  of  major  re- 
pairs to  laundry  equipment  and  machinery. 

h.     Makes  and/or  supervises  the  making  of  all  washing  formulae; 
supervises  and  directs  employees  in  the  proper  use  of  soaps,  starches, 
sours,  bleaches  and  bluings. 

5>.  Requisitions  all  laundry  materials  and  supplies. 

6.  Trains  and/or  supervises  the  training  of  all  new  laundry 
employees,  and  passes  upon  the  adequacy  of  their  performance. 

7.  Interprets  departmental  rules,  regulations,  and  policies  to 
employees:  recommends  disciplinary  action  when  indicated. 

8.  Prepares  and/or  coordinates  and  supervises  the  preparation 
of  operating  reports  and  records,  such  as  time  reports,  work  output, 
and  other  reports  on  a  daily  or  periodic  basis. 

9.  As  required,  attends  and  participates  in  staff  meetings  and 
conferences. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  five  years  of  experience  in  a  large 
commercial  or  institution  laundry  in  the  performance  of  the  duties  of 
any  or  a  combination  of  the  positions  commonly  found  in  such  laundries, 
at  least  the  last  two  years  of  which  experience  shall  have  been  at  a 


CLASS  TITLES   LAUNDRY  SUPERINTENDENT   (continued)  CODE;   2782 

working- supervisory  level. 

Knowledge,  Abilities  and  Skills;  Requires  a  comprehensive  knowledge 
of;  the  operations,  methods  and  procedures  employed  in  a  large  institu- 
tion or  commercial  laundry;  fabrics,  soaps,  starches,  bleaches,  bluings 
and  sours;  the  various  types  of  laundry  machinery  and  equipment,  their 
upkeep  and  maintenance;  departmental  rules,  regulations,  and  policies, 

Requires  ability  and  skill  to;  plan,  direct  and  supervise  the  work 
of  others,  train  and  instruct  others,  and  pass  upon  the  adequacy  of 
their  performance;  plan  ahead  in  terms  of  the  requisitioning  of  materials, 
supplies,  and  equipment;  make  and  keep  operating  reports  and  records; 
deal  effectively  and  courteously  with  subordinates  and  employees  of 
considerably  higher  rank. 

PROMOTIVE  LINES: 

To;  General  Services  Manager 

From;   Senior  Washer 


CLASS  TITLE:   PORTER  GENERAL  FOREMAN  CODE:   278U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  directs  and  supervises  the  work  of 
the  entire  staff  of  porters  and  supervisory  porters  in  maintaining  a 
large  institution  in  a  clean  and  orderly  condition;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  interpreting, 
coordinating  and  enforcing  existing  intra- unit  policy  and  methods; 
achieving  considerable  economies  through  supervising  the  efficient 
handling  of  materials,  equipment  and  supplies;  regular  contacts  with 
other  institution  personnel  to  obtain  desired  actions  and  results;  pre- 
paring and/or  checking  detailed  operating  records  and  reports.  Work 
involves:   considerable  use  of  independent  judgment  with  continuous 
close  attention  required  to  assure  satisfactory  results. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and/or  prepares  regular  and  relief  work  schedules 
to  assure  porter  coverage  in  a  large  institution  on  a  seven-day  basis. 

2.  Inspects  and  is  responsible  for  the  inspection  of  all  areas 

to  assure  that  the  housekeeping  program  is  being  maintained  effectively. 

3.  Supervises  and  is  responsible  for  the  indoctrination  and  train- 
ing of  new  porters  and  supervisory  porter  personnel. 

h.      Is  responsible  for  all  the  housekeeping  equipment,  materials 
and  supplies,  their  maintenance  and  upkeep. 

5.  Makes  suggestions  and  recommendations  for  improvements  in 
maintenance  and  procedures  for  the  betterment  of  the  housekeeping 
functions. 

6.  Receives  service  calls  and  directs  proper  supervisory  porter 
personnel  concerned. 

7.  Prepares  and/or  supervises  preparation  of  operating  reports 
and  records,  reports  of  unusual  occurrences,  a  variety  of  personnel 
transaction  forms,  time  and  work  reports. 

8.  Executes  the  directives  of  the  general  services  manager  that 
apply  to  the  housekeeping  function. 

9.  Counsels  employees,  hears  their  grievances,  settles  disputes, 
recommends  disciplinary  action  and  passes  upon  the  adequacy  of  per- 
formance of  subordinates. 

10.   As  directed,  may  perform  the  duties  of  general  services 
manager  for  limited  periods. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  six  years  of  experience  in  performing 
the  duties  of  a  porter,  janitor  or  other  occupation  in  which  the  princi- 
pal duties  are  those  of  routine  manual  cleaning  tasks,  at  least  two  years 
of  which  shall  have  been  at  the  level  of  the  civil  service  classifica- 
tion of  porter  foreman,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:  modern  cleaning  methods  and  materials;  cleaning  tools  and  equipment, 


CLASS  TITLE;  PORTER  GENERAL  FOREMAN  (continued)  CODE;   2781+ 

their  uses  and  upkeep;  effective  supervisory  and  training  principles 
and  procedures;  departmental  rules,  regulations  and  policies. 

Requires  ability  and  skill  to:   arrange  work  schedules,  give  oral 
and  written  orders  effectively;  make  and  keep  adequate  operating  re- 
ports and  records;  interpret  departmental  rules,  regulations  and 
policies;  judge  the  adequacy  of  performance  of  subordinates;  get  along 
well  with  others. 

PROMOTIVE  LINES; 

To;   General  Services  Manager 

From;   Porter  Foreman 


CUSS  TITLE:   GENERAL  SERVICES  MANAGER  CODE:   2786 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  housekeeping  and  general 
services  activities  in  order  to  maintain  an  institution  in  clean  and 
orderly  condition;  formulates  plans  for  establishing  and  improving 
house-keeping  activities;  establishes  work  programs,  methods,  procedures 
and  schedules;  confers  and  cooperates  with  the  assistant  administrator, 
non-medical,  and  various  department  heads  and  other  supervisory  per- 
sonnel; assists  in  preparing  annual  budget  estimates;  directs  replen- 
ishments of  needed  equipment,  supplies  and  materials;  and  performs 
related  duties  as  required, 

Requires  responsibility  for:   carrying  out,  interpreting,  coordi- 
nating, and  enforcing  existing  policies  and  methods  and  developing 
detailed  work  procedures;  achieving  considerable  economies  and/or 
preventing  considerable  losses  through  enforcement  of  proper  handling 
of  equipment,  materials  and  supplies;  making  regular  contacts  with 
supervisory  and  auxiliary  personnel  in  various  departments  and  occasion- 
ally with  representatives  of  outside  organizations  as  well  as  with  the 
general  public  and  visitors;  supervising  the  preparation,  gathering, 
review  and  approval  of  operational  and  personnel  records.  Work  involves 
occasional  exposure  to  accident  and  health  hazards  and  occasionally  to 
somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  activities  and  personnel  engaged  in  performing 
various  general  services  such  as  janitorial,  housekeeping,  protection 
and  patrol,  laundry,  warehouse,  property  inventory,  patient  property 
accountability  and  various  related  clerical  and  record  keeping  tasks. 

2.  Assists  the  assistant  administrator,  non-medical,  in  the  pre- 
paration of  annual  budgetary  estimates  covering  the  personal  and 
non-personal  services  in  the  areas  supervised;  subsequently  controls 
expenditures  within  approved  budgetary  appropriations. 

3.  Confers  with  assistant  manager,  non-medical,  various  depart- 
ment heads  and  other  supervisory  personnel  regarding  housekeeping  and 
general  services  problems  in  order  to  assure  high  standards  of  cleanli- 
ness, sanitation  and  appearance. 

k-      Through  subordinates,  assigns,  trains  and  evaluates  all  per- 
sonnel; enforces  established  regulations  and  disciplinary  measures; 
determines  and  prepares  or  supervises  the  preparation  of  detailed  work 
procedures;  inspects  and  reviews  work  performance  to  assure  satisfactory 
compliance  with  established  standards. 

5.  Prepares  or  approves  the  preparation  of  specifications  and  re- 
quisitions for  necessary  equipment,  materials  and  supplies. 

6.  Directs  the  moving,  assembling  and  storing  of  furniture,  equip- 
ment, materials  and  supplies;  arranges  for  the  disposal  of  unneeded 
items  and  maintains  related  inventories. 

7 .  Maintains  proper  security  measures  through  adequate  watchma: 
personnel;  reports  missing  articles  and  thefts  to  police  department  or 
other  concerned;  directs  fire  prevention  and  fire  fighting  personnel 
in  close  collaboration  with  fire  department. 


CLASS  TITLE:   GENERAL  SERVICES  MANAGER  (Continued)         CODE:   2786 

8.   Makes  regular  inspections  of  buildings,  grounds  and  equipment; 
checks  on  cleanliness,  safety  factors,  operation  and  maintenance  ser- 
vices; prepares  periodic  and  annual  reports  of  work  performance  and 
services  rendered. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  six  years  experience  in  directing  hospital  or  other 
large  institutional  housekeeping  and  general  services  functions  and  acti- 
vities, or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  overall  working 
knowledge  of?   institution  operating  policies  and  procedures;  house- 
keeping and  general  services  function  and  of  the  equipment,  materials 
and  supplies,  methods  and  procedures  applied  to  general  housekeeping 
activities. 

Requires  ability  to  organize  and  direct  subordinates  with  integrity 
and  firmness. 

PROMOTIVE  LINES: 

To:  No  Normal  Lines  of  Promotion 

From:   Original  Entrance  Examination 
Laundry  Superintendent 
Porter  General  Foreman 


CUSS  TITLE:   SCHOOL  CHILDREN'S  ORDERLY  CODE:   2802 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  in  caring  for  small  children  in  a 
special  type  school;  maintains  premises  in  clean  and  orderly  condition; 
cleans,  feeds  and  cares  for  children;  assists  in  therapeutic  treatments; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  relating  to  the  duties  of  the  position;  achieving  economies 
and/or  preventing  losses  through  proper  handling  of  equipment,  materials 
and  supplies;  making  routine  contacts  with  school  children,  other 
employees  and  supervisors;  keeping  routine  records  and  reports  of  time 
and  work  performance.   Nature  of  work  involves  continuous  physical 
effort  and  manual  dexterity  with  some  occasional  heavy  work  in  moving 
and  lifting  children,  with  occasional  exposure  to  accident  and  injury 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  cleaning  tasks  such  as  sweeping  and 
mopping  classrooms,  hallways,  toilets  and  offices;  cleans  sinks  and 
toilet  fixtures. 

2.  Transports  children  in  wheel  chairs  from  taxicabs  to  class- 
rooms; changes  diapers;  trains  children  to  use  toilets. 

3.  Serves  milk  and  lunch  to  children  in  dining  room;  helps  feed 
smaller  children;  picks  up  dirty  dishes;  takes  smaller  children  out  to 
yard, 

h.     Washes  dishes,  cleans  washing  machine,  refrigerator,  stove, 
sinks  and  other  equipment,  sweeps  and  mops  kitchen. 

5.  Assists  phvsical  therapist  in  administering  to  crippled  children 
including  striping,  removing  and  reapplying  braces. 

6.  Makes  children's  beds  in  classrooms;  puts  children  in  bed; 
changes  bed  linens. 

7.  At  close  of  session,  moves  children  from  classrooms  to  taxicabs 
and  transports  to  homes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  and  at  least  one  year  of  experience  in  a  governmental  agency 
or  institution  performing  orderly  or  similar  duties,  especially  with 
smaller  children,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  an  elementary  knowledge 
of  nursing- aid  work. 

Requires  ability  and  skill  to:   read  and  follow  simple  routine 
instructions;  work  with  small  handicapped  children  under  unusual 
circumstances  with  considerable  understanding,  patience  and  loving  care. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   VENEREAL  DISEASE  INVESTIGATOR  CODE:   2806 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  conducts  field  investigations  of  in- 
dividuals named  as  contacts  with  patients  under  treatment  for  specific 
venereal  diseases;  evaluates  information  concerning  individual  con- 

■ -s;  makes  routine  follow-ups  in  order  to  progress  investigations  to 
successful  conclusion;  keeps  detailed  records  and  files  pertaining  to 
contacts  and  investigations;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  and 
enforcing  existing  policies,  rules  and  regulations  pertaining  to  the 
investigation  of  venereal  disease  contacts;  achieving  certain  econ- 
omies and/or  preventing  moderate  losses  through  efficient  performance 
of  investigative  duties;  making  regular  contacts  with  the  general 
public,  specific  individuals  designated  as  venereal  disease  contacts 
and  other  persons  who  may  be  concerned,  for  the  purpose  of  obtaining 
specific  and  specialized  information  of  a  highly  confidential  nature; 
gathering,  preparing,  and  maintaining  specialized  information  of  a 
highly  confidential  nature;  preparing  related  reports.  Nature  of 
work  requires  sustained  physical  effort  involving  continuous  light 
work,  including  considerable  walking  with  frequent  exposure  to  health, 
accident  and  injury  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  field  investigations  of  venereal  disease  epidemiolo- 
logical  reports  relating  to  cases  of  individuals  named  as  contacts 
with  patients  diagnosed  and  under  treatment  for  venereal  disease; 
receives  contact  reports  for  investigation  from  several  reporting 
agencies  and  sources;  investigates  each  report  for  the  purpose  of 
locating  and  referring  the  persons  named  for  medical  examination 

and  necessary  treatment  in  conformance  with  the  venereal  disease 
control  program;  makes  routine  follow-ups  to  check  and  probe  possib- 
ilities for  all  information  and  clues  to  bring  each  investigation  to  a 
successful  conclusion. 

2.  Makes  inquiries  among  many  persons,  in  homes,  hotels,  bars, 
cafeterias,  taverns,  theatres,  amusement  parks,  public  parks,  bus 
terminals,  railroad  stations,  airline  offices,  ships,  piers,  amuse- 
ment areas,  parking  lots,  stores,  various  places  of  employment,  and 
other  locations  where  contacts  are  reported  to  frequent,  in  order  to 
secure  information  relative  to  the  identification  ana  location  of 
contacts;  devises  methods  of  obtaining  information  in  the  field 
through  legitimate  diversive  methods;  applies  lay  psychological 
techniques  in  tactfully  handling  situations. 

3.  Applies  knowledge  of  laws  and  public  health  regulations, 
state  venereal  disease  control  act  and  various  applicable  provisions 
of  the  state  health  and  safety  code  governing  the  procedures  in  com- 
bating venereal  diseases;  applies  working  knowledge  of  medical  terms 
and  technology  to  enable  discussion  and  explanation  of  venereal 
disease  complications  with  professional  and  lay  people. 


CLASS  TITLE:   VENEREAL  DISEASE  INVESTIGATOR  (Continued)    CODE:   2806 

k.     Confers  with  adult  probation  department  for  assistance  in 
identifying  and  locating  certain  contacts;  confers  with  adult  authority 
parole  officers  and  officials  of  school  districts  to  locate  teen-age 
contacts  or  identify  and  locate  adult  contacts  who  may  have  children 
in  certain  schools. 

£.  Promotes general  understanding  of  the  venereal  disease  con- 
trol program;  appears  and  discusses  program  measures  before  trade  and 
civic  groups  and  other  organisations . 

6.  Maintains  various  records  of  individual  contacts  and  reports 
of  investigations  for  comparative  data  and  clues  that  may  be  necessary 
to  complete  the  identification;  keeps  personal  log  book  containing 
specific  information  of  many  individuals,  the  number  of  visits  and 
interviews  made  and  other  pertinent  information. 

7.  May  perform  additional  field  investigative  duties  such  as 
serving  isolation  orders  on  selected  cases,  tracing  investigations 
of  tuberculosis  cases  and  other  communicable  diseases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  biological  science  or  public  health. 

Requures  at  least  two  years  of  experience  as  a  field  invest- 
igator dealing  with  the  general  public  in  a  specialized  public  health 
or  sanitation  field  in  connection  with  communicable  disease  control 
programs;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of 
the  laws,  regulations  and  programs  applicable  to  general  venereal 
disease  control. 

Requires  exceptional  skill,  ability  and  personality  to  satis- 
factorily perform  highly  specialized  field  investigative  and  inter- 
viewing work. 

PROMOTIVE  LINES: 

To:   Venereal  Disease  Interviewer 

From:  Original  entrance  examination 


CLASS  TITLE:  VENEREAL  DISEASE  INTERVIEWER  CODE:   2808 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  interviews  selected  patients  with 
venereal  disease  diagnosis  for  the  purpose  of  ascertaining  identity  of 
their  contacts;  explains  to  patients  the  highly  confidential  nature  of 
all  matters  pertaining  to  their  individual  cases  in  order  to  gain  their 
confidence  in  furnishing  needed  information;  explains  dangers  of  repeated 
infections;  endeavors  to  obtain  information  with  reference  to  area  in 
which  contacts  reside;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
policies,  rules  and  regulations  pertaining  to  venereal  disease  contacts; 
achieving  certain  economies  and/or  preventing  moderate  losses  through 
efficient  performance  of  interviewing  techniques;  making  regular  contacts 
with  specific  individuals  designated  as  venereal  disease  contacts  and 
other  persons  who  may  be  concerned,  for  the  purpose  of  obtaining 
specific  and  specialized  information  of  a  highly  confidential  nature; 
gathering  and  compiling  specialized  information  of  a  highly  confidential 
nature  and  preparing  related  reports.  Nature  of  work  involves  normal 
physical  effort  and  manual  dexterity,  exposure  to  accident  or  health 
hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Arranges  personal  interviews  with  selected  venereal  disease 
patients;  endeavors  to  obtain  their  confidence  and  cooperation;  attempts 
to  ascertain  the  identity  of  all  contacts;  explains  nature  of  repeated 
infections  and  gives  sex  education,  and  explains  possible  means  to 
avoid  subsequent  infections;  elicits  names  of  patients,  sex  partners, 
and  studies  patient  to  determine  sex  patterns. 

2.  Subsequently,  during  follow-up  of  contacts  by  venereal  disease 
investigator,  admits  contacts  to  clinic  and  initiates  their  medical 
record;  gives  venereal  disease  information;  answers  inquiries  about 
clinic  procedures  during  time  they  may  be  under  observation;  instructs 
them  as  to  proper  conduct  while  awaiting  diagnosis;  distributes 
venereal  disease  pamphlet  information. 

3.  Telephones  patients  at  their  homes  or  at  their  places  of  work; 
disseminates  venereal  disease  information;  makes  new  appointments  for 
delinquent  cases;  talks  with  patients'  private  physicians;  contacts 
military  installations  and  interviews  military  venereal  disease  cases; 
interviews  venereal  disease  patients  in  city  prison,  at  the  general 
hospital  or  other  locations  including  private  hospitals. 

h.      Confers  and  cooperates  with  venereal  disease  investigator  in 
order  to  clarify  and  coordinate  common  activities;  confers  with  federal 
health  service  representatives  in  a  similar  manner;  discusses  venereal 
disease  cases  with  clinic  physicians  and  technicians. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  biological  science  or  public  health. 
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Requires  at  least  four  years  of  experience  as  a  field  investigator 
and/or  interviewer  dealing  with  the  general  public  and  individual 
venereal  disease  contacts  in  connection  with  a  communicable  disease 
control  program,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of  the 
laws,  regulations  and  programs  applicable  to  general  venereal  disease 
control. 

Requires  exceptional  skill,  aptitude,  personality  qualifications 
and  specialized  interviewing  ability. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Venereal  Disease  Investigator 
Original  entrance  examination 


CLASS  TITLE:   CHIEF  DEPUTY  REGISTRAR  OF  VITAL  STATISTICS    CODE:   2812 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  registration  of  all  vital 
statistics  pertaining  to  births  and  deaths  in  the  city  and  county; 
supervises  the  activities  of  subordinate  employees  engaged  in  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out 
existing  methods  and  procedures  relative  to  the  recording  and  processing 
of  vital  statistics  data;  making  regular  contacts  with  other  depart- 
mental employees  and  the  general  public  relative  to  the  collection  anc 
dissemination  of  vital  statistics  data;  preparing,  checking  and  review- 
ing important  records  and  reports  relative  to  births  and  deaths  in  the 
city  and  county. 

EXAMPLES  OF  DUTIES: 

1.  Registers  and  supervises  the  registration  of  all  statistics 
pertaining  to  births  and  deaths  in  the  city  and  county;  prepares  and 
supervises  the  preparation  and  maintenance  of  related  records,  files 
and  indexes. 

2.  Checks  and  reviews  the  work  of  subordinates  for  accuracy, 
completion  and  legality  of  all  certificates  and  documents  in  accordance 
with  the  state  health  and  safety  codes  pertaining  to  vital  statistics, 
registration  and  the  handling  of  deceased  persons, 

3.  Supervises  the  preparation  of  copies  of  offical  documents 
and  certificates  and  the  transmission  of  original  copies  to  the  state 
department  of  vital  statistics. 

L .   Replies  to  telephone  and  personal  requests  concerning  inform- 
ation on  births  and  deaths;  searches  records  for  information  pertaining 
to  such  requests  ana  prepares  replies  accordingly. 

5.  Prepares  and  supervises  the  preparation  of  certified  copies 
of  vital  statistics  for  the  general  public, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible  clerical 
and  office  experience  in  the  processing  of  statistical  data  and 
information  and  making  related  computations;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
the  principles,  procedures  and  records  of  statistical  analysis;  modern 
office  methods,  techniques  and  equipment. 

Requires  ability  to:  plan,  assign,  supervise  and  review  the  work 
of  subordinate  personnel;  deal  effectively  and  courteously  with  other 
employees  and  the  general  public. 

PROMOTIVE  LINES: 

To:   Chief  Clerk 

From:  Senior  Clerk 

Senior  Clerk-Typist 


CUSS  TITLE:  CHIEF,  BUREAU  OF  RECORDS  AND  STATISTICS      CODE:   2816 


CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  administers  the  activities 
of  the  bureau  of  records  and  statistics  of  the  department  of  public 
health,  including  the  registration  of  all  vital  statistics;  analyzes, 
standardizes  and  makes  recommendations  on  record  keeping  and  statistical 
methods;  exercises  direct  supervision  over  employees  engaged  in  the 
preparation  and  maintenance  of  statistical  records,  reports,  tables, 
and  special  studies;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and 
enforcing  policies,  methods  and  procedures  reiaced  to  record  keeping 
and  statistical  activities  and  developing  and  initiating  new  methods 
and  techniques  in  the  maintenance  of  public  health  statistical  data; 
making  regular  contacts  with  persons  in  other  bureaus  for  the  purpose 
of  advising  on  revisions  of  existing  statistical  record  keeping 
techniques,  and  representatives  of  other  departments,  agencies,  and 
the  general  public  to  furnish  and  exchange  statistical  information; 
preparing,  checking  and  reviewing  important  and  detailed  statistical 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  supervises  and  coordinates  statistical  and  other 
clerical  assistants  engaged  in  compiling  and  tabulating  a  large  variety 
of  statistical  records  and  reports;  reviews,  checks,  analyzes  and 
computes  necessary  additional  statistical  information  prior  to 
preparation  of  statistical  reports. 

2.  Analyzes  record  keeping  and  statistical  methods  used  in  the 
various  bureaus  and  services  of  the  department  of  public  health  and 
recommends  elimination,  consolidation  or  changes  in  methods  of 
reporting;  acts  as  consultant  in  working  out  schedules  and  question- 
naires for  other  bureaus  and  in  revising  report  forms;  standardizes 
records  and  reports  to  be  used  for  statistical  summaries,  news 
releases  or  budget  presentation  information. 

3.  Plans  and  supervises  statistical  research;  prepares  statistical 
and  narrative  material  for  bulletins  and  annual  statistical  reports 

in  response  to  special  requests;  prepares  articles  for  weekly  bulletins. 

k.     Answers  requests  for  statistical  information  from  other  bureaus, 
city  departments,  outside  agencies,  and  the  general  public. 

5.  Addresses  interested  groups  and  committees  regarding  public 
health  records  and  statistical  methods. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  elementary  and  advanced  statistics. 

Requires  three  years  of  experience  in  technical  research  or 
statistical  work,  including  at  least  two  years  of  experience  in 
statistical  analysis  of  public  health  data.  Possession  of  a  master's 
degree  in  biophysics  or  public  health  may  be  substituted  for  two  years 
of  experience;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CHIEF,  BUREAU  OF  RECORDS  AND  STATISTICS       CODE:   2816 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  of: 
the  organization,  purposes,  functions  and  problems  in  a  records  and 
statistical  unit  including  the  registration  of  vital  statistics;  the 
organization  and  nature  of  statistical  programs;  the  principles  of 
effective  supervision  and  personnel  management;  the  principles,  problems, 
concepts,  terminology  and  techniques  of  public  health  and  medical 
research;  the  application  of  a  wide  variety  of  statistical  methods  to 
research  problems. 

Requires  ability  and  skill  to:  plan  and  direct  a  record  and 
statistics  program  and  provide  technical  consulting  services;  write 
and  speak  effectively;  deal  courteously,  effectively  and  tactfully  with 
subordinates  and  other  employees;  establish  effective  public  relations 
with  a  variety  of  outside  interests  and  groups. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Original  entrance  examination 
Senior  Statistician 


CUSS  TITLE:   PUBLIC  EDUCATOR  ASSISTANT  CODE:   2820 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supwrvision,  assists  the  public  educator  in  providing 
public  health  education  services;  and  performs  related  duties  as  re- 
quires. 

Requires  responsibility  for:   carrying  out  and  explaining  exist- 
ing methods  and  procedures  relating  to  public  health  education; 
achieving  minor  economies  and  preventing  losses  through  handling  of 
technical  equipment  and  materials;  making  occasional  contacts  with 
persons  in  other  departments,  professional  personnel,  representatives 
from  outside  organizations  and  the  general  public;  preparing,  checking, 
accumulating  and  assembling  large  amounts  of  detailed  medical  and 
technical  records  relating  to  public  health  education. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  duties  in  connection  with  the  operation 
of  health  education  services  as  concerned  with  both  office  and  field 
activities. 

2.  Performs  receptionist  duties;  answers  telephone,  takes 
messages,  screens  and  transfers  calls  as  necessary;  advises  the 
general  public,  schools,  staff  and  other  organizations  on  health 
education  materials  and  their  availability;  picks  up,  opens  and 
distributes  mail  to  persons  concerned;  delivers  mail  and  messages 

as  required;  composes  letters  requesting  health  education  materials; 
maintains  files  of  correspondence,  memoranda,  reference  material, 
statistical  records. 

3.  Performs  other  routine  office  clerical  work  including  keeping 
of  time  records,  preparing  requisitions,  filling  orders  for  educational 
pamphlets  and  maintsining  inventory  of  office  supplies,  materials  and 
equipment . 

U.  Acts  as  fill-in  librarian  for  the  department's  film  loan 
library  used  by  various  departments,  staff,  community  groups  and 
interested  individuals;  maintains  index  of  films;  makes  arrangements 
and  keeps  booking  of  requested  films  and  dates  of  showings;  prepares 
related  reports  of  film  use  activity;  re-assigns  returned  films  and 
inspects  same  as  to  condition;  cleans,  repairs  and  splices  when 
necessary;  returns  to  filing  cabinets. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years 
high  school,  supplemented  by  one  year  experience  in  general  office 
or  clerical  work;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  elementary  knowledge 
of:   the  methods  and  procedures  used  in  public  health  education, 
programs  and  objectives  and  the  various  media  of  mass  communication 
such  as  newspapers,  radio,  television,  and  graphic  art,  including 
modern  office  procedures  and  film  librarian  techniques  and  procedures. 


CLASS  TITLE:   PUBLIC  EDUCATOR  ASSISTANT  (Continued)        CODE:   2820 

Requires  ability  and  skill  to:   assist  in  conducting  health 
education  services;  preparing  and  distributing  informational  materials 
in  written  and  graphic  form;  type  at  rate  of  l\$   words  per  minute; 
catalog  and  file  health  education  materials. 

Certificate:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Clerk-Typist 

From:   Original  entrance  examination 
Junior  Clerk 
Junior  Clerk-Typist 


CLASS  TITLE:   PUBLIC  HEALTH  EDUCATOR  CODE:   2822 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  various  public  health  education  services; 
plans  and  conducts  special  and  continuing  programs  in  health  education; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinating 
and  enforcing  existing  policies  and  methods  of  public  health  education; 
achieving  minor  economies  and  preventing  losses  through  the  efficient 
ordering  and  handling  of  materials  and  supplies;  making  contacts  with 
city  employees,  representatives  of  organizations  and  groups  involving 
presentation,  discussion,  explanation  of  policies  and  rules  regarding 
public  health  education;  directing  and  supervising  the  preparation  and 
maintenance  of  public  health  educational  records,  reports  and  materials. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  health  education  consultant  to  departmental  divisions; 
attends  staff  conferences  and  advises  on  means  by  which  programs  and 
objectives  can  gain  community  support;  prepares  written  materials,  such 
as  pamphlets  and  radio  scripts,  and  utilizes  graphic  material,  such  as 
posters,  to  interpret  and  publicize  department  services  and  programs. 

2.  Works  with  community  organizations  to  promote  interest  and 
support  of  the  objectives  and  programs  of  the  health  department; 
attends  and  addresses  meetings;  acts  as  advisor  to  organizations  and 
provides  such  services  as  arranging  meetings  and  obtaining  speakers; 
recruits  volunteer  workers  for  department  programs. 

3.  Conducts  an  information  service  to  fill  department  and 
community  needs;  screens  published  material  for  acquisition  and 
maintains  a  stock  of  pamphlets,  leaflets,  films,  posters  and  other 
health  education  materials  for  distribution  to  the  public  and  the 
department  staff;  maintains  the  staff  library  and  acquires  references, 
periodicals  and  other  material  of  professional  interest. 

U.  Plans,  organizes  and  conducts  orientation  programs  for  new 
employees;  assists  in  setting  up  in-service  training  programs;  arranges 
tours  and  talks  for  visitors  and  other  persons  interested  in  the 
department's  functions  and  programs. 

5.  Confers  with  supervisors  regarding  assignments,  problems  and 
progress;  attends  staff  meetings;  prepares  reports. 

6.  Keeps  informed  of  current  trends  in  public  health,  the  work 

of  other  agencies,  community  relations;  represents  the  health  department 
in  professional  and  community  affairs. 

7.  Assists  school  administrators,  teachers  and  nurses  in  develop- 
ing adequate  health  education  programs  and  curricula. 

8.  Assists  in  making  statistical  studies  to  determine  effective- 
ness of  programs;  maintains  close  working  relationships  with  official 
and  voluntary  agencies. 


CLASS  TITLE:   PUBLIC  HEALTH  EDUCATOR  (continued)  CODE:   2822 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  graduate  study  in 
public  health  education  and  possession  of  the  master's  degree. 

Requires  one  year  of  experience  in  public  health  education;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
public  health  education  including  techniques  and  materials  used;  public 
health  functions,  programs  and  objectives  of  health  department  and 
related  agencies;  communicable  diseases  and  other  areas  within  the  scope 
of  public  health;  community  structure,  public  relations  and  methods  of 
group  development;  techniques  and  media  of  mass  communications  such  as 
newspapers,  radio,  television  and  graphic  arts;  modern  office  procedures. 

Requires  ability  and  skill  to:  plan  and  conduct  health  education 
programs;  work  with  community  groups;  provide  assistance  to  private  and 
public  agencies  in  developing  and  accomplishing  health  education  programs; 
develop  and  maintain  cooperative  relationships  with  lay  and  professional 
persons;  develop  informational  material  in  written  and  graphic  form; 
speak  and  write  clearly  and  effectively,  adapting  the  presentation  of 
material  to  the  group  addressed  and  the  media  used;  plan  and  conduct 
public  meetings  and  conferences;  use  journalistic  principles  and  methods 
in  preparing  subject  matter  in  the  promotion  of  public  health  education. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Chief  Division  Public  Health  Educator 

From:  Original  entrance  examination 


CLASS  TITLE:   CHIEF,  DIVISION  OF  PUBLIC  HEALTH  EDUCATION    CODE:   282k 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  formulates  and  administers 
a  public  health  education  program  designed  to  include  all  phases  of 
modern  public  health  concepts;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   originating,  interpreting,  co- 
ordinating and  enforcing  existing  policies  and  methods  of  public  health 
education;  achieving  moderate  economies  and  preventing  losses  through 
the  efficient  ordering  and  handling  of  materials  and  supplies;  making 
contacts  with  city  employees,  representatives  of  organizations  and 
groups  involving  presentation,  discussion  and  explanation  of  policies 
and  rules  regarding  public  health  education;  directing  and  approving 
the  preparation  and  maintenance  of  public  health  educational  records, 
reports  and  materials. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  a  program  of  educational  and 
informational  activities  for  the  department  of  public  health  as  part 
of  a  city-wide  public  health  education  program;  directs  a  staff  of 
public  health  educators  and  clerical  personnel. 

2.  Directs  and  participates  in  the  preparation  and  dissemination 
of  health  education  material  through  such  media  as  newspaper  articles, 
pamphlets,  bulletins,  reports,  radio  broadcasts,  lectures,  exhibits, 
posters,  films  and  other  audio  visual  materials. 

3.  Plans,  organizes  and  arranges  meetings  of  professional  staff 
on  matters  pertaining  to  the  public  health  department  programs  and 
services;  provides  consultation  and  training  on  methods  of  adult 
education  and  public  health  education  for  personnel  of  the  department, 
hospitals  and  other  groups  and  agencies;  provides  technical  educational 
advice  and  assistance  to  other  divisions  in  planning  for  and  developing 
the  health  education  aspects  of  the  various  services. 

Ii.  Represents  the  department  a  t  hospitals  in  matters  related  to 
public  health  education  and  assists  in  establishing  and  maintaining 
close  working  relationships  among  all  agencies  that  provide  health 
education  activities. 

5.  Supervises  the  operation  and  maintenance  of  the  film  library; 
conducts  film  previews. 

6.  Directs  the  preparation  of  the  division  of  health  education 
budget,  showing  justification  for  requested  appropriations;  administers 
the  approved  budget  for  the  jivision  and  controls  expenditures. 

7.  Confers  with  teachers,  school  administrators  and  other  personnel 
of  schools  and  teacher-training  institutions  concerning  the  development 
of  the  public  health  education  aspects  of  school  programs  and  serves 

as  advisor  to  the  staff  on  school  health  education  matters. 

8.  Supervises  and  participates  in  the  establishment  of  reference 
files  of  public  health  education  materials  for  use  by  the  department, 
and  community  agencies  and  for  providing  information  in  answering 
requests  o-.  public  health  education. 


CLASS  TITLE:   CHIEF,  DIVISION  OF  PUBLIC  HEALTH  EDUCATION    CODE:   282U 
(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  graduate  study  in 
public  health  education  and  possession  of  the  master's  degree. 

Requires  at  least  two  years  of  experience  as  a  public  health 
educator;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:  public  health  education,  including  techniques  and  materials  used; 
public  health  functions,  programs  and  objectives  of  the  health  depart- 
ment and  related  agencies;  communicable  diseases  and  other  areas  within 
the  scope  of  public  health;  community  structure,  public  relations  and 
methods  of  group  development,  techniques  and  media  of  mass  communications 
such  as  newspapers,  radio,  television  and  graphic  arts;  modern  office 
procedures. 

Requires  ability  and  skill  to  plan  and  conduct  health  education 
programs;  work  with  community  groups,  private  and  public  agencies  in 
developing  and  accomplishing  health  education  programs;  develop  and 
maintain  cooperative  relationships  with  lay  and  professional  persons; 
develop  informational  material  in  written  and  graphic  form;  speak  and 
write  clearly  and  effectively,  adapting  the  presentation  of  material 
to  the  group  addressed  and  the  media  used;  plan  and  conduct  public 
meetings  and  conferences. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Public  Health  Educator 


CLASS  TITLE:   PUBLIC  HEALTH  NURSE  CODE:   2830 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  public  health  nursing  duties  in 
schools,  clinics,  health  centers  and  individual  homes;  teaches  general 
hygiene  and  disease  prevention  methods;  assists  in  the  prevention  of 
communicable  diseases;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  policies,  methods  and  procedures  with  reference  to  pub- 
lic health  nursing  activities;  achieving  moderate  economies  and/or  pre- 
venting moderate  losses  through  efficient  handling  of  equipment,  material 
and  supplies;  making  regular  contacts  with  the  general  public,  persons  in 
other  departments  or  outside  organizations,  for  furnishing  or  obtaining 
information  or  making  explanations  of  specialized  matters;  gathering, 
preparing,  and  maintaining  operating,  statistical  and  case  record  data 
concerning  various  aspects  of  public  health  nursing.  Nature  of  work  in- 
volves sustained  physical  effort  and  manual  dexterity  and  exposure  to 
illness  and  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Performs  direct  public  health  nursing  services  to  school  child- 
ren by  administering  first-aid,  caring  for  illnesses  and  inspecting  for 
communicable  and  infectious  diseases;  maintains  current  and  followup 
case  records  for  individual  pupils  relating  to  problems  concerned  with 
heart,  chest,  eye,  nose  and  throat  conditions;  also,  hearing  and  ortho- 
pedic handicaps;  maintains  continuous  nursing  supervision  of  such  student 
cases  including  home  visitations. 

2.  Arranges  and  makes  preparations  for  physical  examination  of 
school  children;  selects  children  for  physical  examination;  arranges 
examining  room  and  assists  examining  physician;  refers  students  for  pro- 
fessional care  as  indicated;  follows  up  referrals. 

3.  Arranges  and  makes  preparations  for  administering  tuberculin 
testing  program  in  schools;  selects  students  for  testing;  assists  physi- 
cians in  administering  tests;  follows  up  cases  as  necessary;  maintains 
related  student  records. 

k-     Renders  public  health  nursing  services  in  the  field  of  maternal 
and  child  health;  conducts  home  visits  to  expectant  mothers  in  assigned 
district;  interprets  medical  orders  and  assists  mothers;  explains  nutri- 
tional needs,  hygiene  and  safety  measures;  advises  mothers  after  delivery 
to  give  post-partal  care  and  explain  how  to  obtain  emergency  medical  as- 
sistance; inspects  and  observes  physical  condition  and  development  of 
new-born  infants  and  assists  new  mothers  with  the  care  of  the  infants. 

3>.  Renders  direct  nursing  service  to  the  aged,  infirm,  chronically 
ill,  mentally  ill  and  emotionally  disturbed  individuals  or  families  in 
the  assigned  district;  obtains  medical  care  as  needed;  refers  cases  to 
appropriate  welfare  and  social  agencies;  maintains  supervision  of  cases 
and  keeps  appropriate  records  of  nursing  and  other  services  rendered. 


CLASS  TITLE:   PUBLIC  HEALTH  NURSE  ;  continued)  CODE:   2830 

6.  Renders  nursing  services  and  care  in  connection  with  tuberculo- 
sis control;  interviews  tuberculosis  cases  and  those  suspected  of  active 
tuberculosis  in  their  homes,  in  the  Assigned  district  or  at  the  district 
health  center;  interprets  medical  advice  in  regard  to  care  and  treatment 
and  instructs  patients  to  assist  thems?lves;  refers  patients  and  fami- 
lies to  proper  agency  for  financial  assistance,  case  work  service,  as 
found  necessary;  maintains  related  case  records  of  visits  and  services 
rendered  and  makes  such  information  available  to  medical  and  administra- 
tive staff. 

7.  Prepares  and  maintains  individual  case  records  of  patients  and 
cases  in  family  folders;  uses  related  forms  for  referrals,  consent  re- 
ports, narrative  and  statistical  records  and  for  other  purposes;  pre- 
pares various  statistical  information  such  as  clinic  attendance,  tests 
and  immunizations  given  and  other  pertinent  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  health  nursing.  Requires  at  least  one  year  experience  as  a  reg- 
istered nurse  in  a  hospital  or  as  public  health  nurse  in  a  public  health 
agency;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of:  modern  nursing  techniques  and  principles  of  public  health  nursing; 
resources  available  to  persons  in  need  of  health  services;  effects  of 
illness  on  individuals  and  on  home  environmental  conditions. 

Requires  ability  and  skill  to:   work  with  the  general  public;  plan, 
organize  and  execute  public  health  nursing  routines  on  own  initiative 
and  responsibility;  prepare  and  maintain  related  professional  and  tech- 
nical reports  and  case  histories. 

License:  Requires  possession  of  valid  certificates  as:   a  regis- 
tered nurse,  issued  by  the  state  board  of  nursing  examiners;  a  public 
health  nurse,  issued  by  the  state  department  of  public  health. 

PROMOTIVE  LINES: 

To:  Supervising  Public  Health  Nurse 

From:   Original  entrance  examination 


CLASS  TITLE:   SUPERVISING  PUBLIC  HEALTH  NURSE  CODE:   2832 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  work  of  a  group  of  public  health 
nurses  in  an  assigned  district;  plans  individual  case  work  loads  and 
reviews  performance  to  insure  high  quality  of  service;  trains  staff 
personnel  for  conformance  to  established  policies,  methods  and  proce- 
dures; prepares  periodic  statistical  and  narrative  operating  reports; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  interpret- 
ing, coordinating  and  enforcing  existing  policies,  methods  and  proce- 
dures for  public  health  nursing  within  an  assigned  district;  achieving 
economies  and/or  preventing  losses  through  efficient  assignment  and 
supervision  of  staff  and  enforcing  the  proper  handling  of  equipment, 
materials  and  supplies;  making  regular  contacts  with  the  general  pub- 
lic, persons  in  other  departments,  or  representatives  of  outside  or- 
ganizations, for  furnishing  or  obtaining  information  and  explaining 
specialized  matters  and  procedures;  gathering,  checking  and  reviewing 
important  detailed  technical,  medical,  operating  and  statistical  data, 
reports  and  case  records.  Nature  of  supervisory  duties  requires  normal 
physical  effort  and  manual  dexterity  with  occasional  exposure  to  acci- 
dent or  health  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  coordinates  the  work  of  a  number  of  public 
health  nurses  and  auxiliary  office  and  clerical  personnel  in  an  as- 
signed area  of  service;  maintains  liaison  between  medical,  nursing  and 
social  work  services  at  hospitals,  health  centers,  and  various  public 
health  departments  where  specific  services  are  rendered. 

2.  Gives  in-service  training;  prepares  task  lists  and  detailed 
procedures  for  work  performance;  evaluates  performance  of  individuals; 
assists  or  participates  in  t^eir  duties;  prepares  and  submits  evalua- 
tions of  individual  performance;  gives  direct  advice  and  consultation 
to  individual  staff  nurses  in  specialized  and  generalized  service;  de- 
fines objectives  and  principles  of  public  health  nursing  care;  assists 
nurses  in  developing  skills  and  managing  their  respective  case  loads. 

3.  Supervises  the  compilation  and  preparation  of  monthly  and  an- 
nual narrative  and  statistical  reports  of  nursing  services  and  case 
loads  and  pertinent  other  information. 

U.  Attends  and  participates  in  meetings  and  conferences  with 
other  supervising  public  health  nurses,  district  medical  officers  and 
administrative  public  health  nurses,  district  medical  officers  and 
administrative  personnel;  also,  with  community  and  educational  organi- 
zations and  representatives. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  public  health  nursing.  Requires  at  least  three  years  of  experience 
in  generalized  public  health  nursing,  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   SUPERVISING  PUBLIC  HEALTH  NURSE  CODE:   2832 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  organization,  administration  and  supervision  of  public  health  nurs- 
ing programs;  modern  principles  and  practices  of  nursing  supervision; 
national  and  local  organizations  dealing  with  general  public  health  and 
welfare  and  of  federal,  state  and  local  legislation  applicable  to  these 
general  fields.  Requires  ability  and  skill  to:  plan,  organize,  assign, 
supervise,  inspect  and  evaluate  work  of  subordinates;  exercise  good 
judgment  in  making  decisions  and  in  developing  and  maintaining  satis- 
factory working  relationships  with  staff,  professional  and  community 
groups. 

License:  Requires  possession  of  valid  certificates  as:  a  regis- 
tered nurse,  issued  by  the  state  board  of  nursing  examiners;  a  public 
health  nurse,  issued  by  the  state  department  of  public  health. 

PROMOTIVE  LINES: 

To:  Assistant  Director  of  Public  Health  Nursing 

From:   Public  Health  Nurse 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PUBLIC  HEALTH  NURSING   CODE:  283U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  the  director  of  public  health 
nursing  in  the  general  supervision  of  the  public  health  nursing  staff  and 
auxiliary  office  and  clerical  personnel;  trains  new  staff  members  and 
assists  the  director  in  developing  and  implementing  the  public  health 
nursing  educational  program;  carries  out  and  enforces  policies  and  plans 
formulated  by  the  director;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   assisting  in  developing,  coord- 
inating, originating  and  executing  established  policies, methods  and  pro- 
cedures of  all  public  health  nursing  services  and  related  office  and 
clerical  activities;  achieving  major  economies  and/or  preventing  major 
losses  through  efficient  organization  and  administration  of  nursing  activ- 
ities and  personnel  and  authorizing  expenditures  within  budgetary  appro- 
priations; making  regular  contacts  in  situations  involving  meeting  and  deal 
ing  with  persons  of  substantially  high  rank  requiring  explanation  and 
interpretation  of  specialized  matters  or  in  obtaining  desired  actions; 
preparation  of  important  operational,  detailed,  technical,  medical  and 
statistical  data,  reports  and  case  records.  Nature  of  supervisory  duties 
requires  normal  physical  effort  and  manual  dexterity  with  little  or  no 
exposure  to  accident  or  health  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  director  of  public  health  nursing  in  supervising  and 
coordinating  the  work  of  a  number  of  supervising  public  health  nurses, 
public  health  nurses  and  auxiliary  office  and  clerical  personnel  included 
in  the  complete  public  health  nursing  and  services  program. 

2.  Conducts  staff  meetings  at  various  health  centers;  also,  with 
specialized  division  workers  and  auxiliary  office  and  clerical  employees; 
interprets  departmental  policies  and  procedures;  advises  supervising  nur- 
ses of  policy  changes;  interprets  new  procedures  and  discusses  work 
plans  and  instruction  and  training  of  public  health  nursing  personnel; 
participates  in  in-service  training  for  public  health  nurses,  students, 
and  related  personnel;  confers  with  outside  teaching  personnel  regarding 
public  health  nursing  programs  and  student  assignments;  interviews  and 
counsels  new  employees  assigned  to  public  health  nursing  duties;  ex- 
plains personnel  policies,  employee  responsibility  and  privileges;  des- 
cribes individual  assignments  and  orients  them  to  the  public  health 
nursing  services  program. 

3.  Meets  and  confers  with  professional  visitors,  educational  rep- 
resentatives, volunteer  agency  workers  and  other  community  representatives 
concerning  information  relative  to  health  department  and  public  health 
services. 

II.  Interviews  individuals  seeking  health,  social,  legal,  or  other 
related  information;  discusses  individual  problems  and  complaints. 


CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  PUBLIC  HEALTH  NURSING     CODE:   283U 
( continued) 

5.  Arranges,  coordinates  and  presides  at  meetings  of  representatives 
of  the  visiting  nursing  association  and  health  department  public  health 
nurses;  participates  in  special  projects  such  as  preparation  of  manual  of 
working  relationships  and  procedures. 

6.  Supervises  compilation  and  preparation  of  statistical  surveys  and 
reports  for  official  administrative  purposes  and  for  information  of  out- 
side agencies  such  as,  the  national  league  for  nursing,  american  nurses 
association,  american  public  health  association,  national  conference  on 
mental  health  tea  ^hing  in  schools  of  public  health  and  for  miscellaneous 
state  agency  requests. 

7.  Attends  and  participates  in  meetings  of  the  administrative  staff 
of  the  health  department,  district  medical  offices,  supervising  public 
health  nurses  and  related  groups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience ;  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  health  nursing,  supplemented  by  completion  of  graduate  courses 
and  possession  of  a  master's  degree  in  public  health  or  in  a  field 
related  to  public  health  nursing. 

Requires  at  least  five  years  of  public  health  nursing  experience, 
at  least  two  years  of  which  shall  have  been  in  a  supervisory  capacity; 
or  an  equivalent  combination  of  trail  ~ng  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  organization,  administration  and  supervision  of  public  health  nurs- 
ing programs  and  modern  principles  end  practices  of  nursing  supervision; 
national  and  local  organizations  dealing  with  general  public  health 
and  welfare;  and  federal,  state  and  local  legislation  applicable  to 
these  general  fields . 

Require?  ability  and  skill  to:   plan,  organize,  assign,  supervise, 
inspect  and  evaluate  work  of  subordinates;  exercise  good  judgment  in 
making  decisions;  develop  and  maintain  satisfactory  working  relation- 
ships with  staff  and  professional  and  community  groups;   ^ach  others  and 
delegate  authority  to  subordinates;  speak  and  write  effectively. 

License:  Requires  possession  of  valid  certificates  as:   a  regis- 
tered nurse  issued  by  tne  state  board  of  nursing  examin*  r  |      lie 
health  nurse,  issued  by  the  state  department  of  public  health. 

PROMOTIVE  LINES: 

To:   Director  of  Public  Health  Nursing 

From:  Super  ^ sing  Pablic  Health  Nurse 


CUSS  TITLE:   DIRECTOR  OF  PUBLIC  HEALTH  NURSING  CODE:   2836 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  administrative  direction,  plans, 'organizes  and 
directs  the  complete  program  of  public  health  nursing  activities  and 
services,  and  provides  professional  supervision  through  subordinate 
administrative  and  supervisory  personnel;  formulates  and  activates 
major  policies,  practices,  standards  and  procedures;  assigns  professic: 
personnel  to  various  divisions,  functions  and  services;  reviews  the 
work  of  supervisory  personnel;  plans  and  conducts  educational  training 
programs;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  policies,  methods  and  procedures  affecting  all  units  of 
organization  of  public  health  nursing  activities  and  services;  achiev- 
ing widespread  economies  and/or  preventing  widespread  losses  through 
efficient  management  of  all  organization  units,  activities  and  services, 
including  budgetary  control,  and  judicious  accounting  for  expenditures 

ropriations;  making  continuing  contacts  with  sub- 
ordinate supervisors,  employees,  representatives  of  outside  organiza- 
tions and  groups  involving  discussion,  explanation  and  interpretation 
of  policies,  rules  and  regulations  and  services;  directing  the  prepara- 
tion, approval,  review  and  maintenance  of  important  records  and  reports 
affecting  all  administrative,  supervisory  and  operational  units  and 
specialized  technical,  nursing,  medical  and  statistical  records. 
Administrative  nature  of  work  requires  normal  physical  effort  and  manual 
dexterity  with  little  or  no  accident  hazards  or  sxposure  to  disagree- 
able elements. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  plans  and  directs  the  overall  public  health  nursing 
program  of  activities  and  services;  participates  in  the  formulation  of 
general  policies  and  interprets  these  to  subordinate  administrative  and 
supervisory  staffs. 

2.  In  conjunction  with  medical  program  administrators,  participates 
in  planning  nursing  services  through  a  number  of  individual  district 
health  centers,  schools  and  various  diagnostic  and  treatment  clinics. 

3.  Conducts  administrative  staff  meetings  with  assistant  directors 
of  public  health  nursing,  educational  directors  and  supervising  nurses 
at  regular  intervals. 

U.  Participates  in  recruiting  and  interviewing  applicants  for  public 
heal  .h  nursing  positions;  evaluates  performance  and  recommends  action 
for  new  employees  during  probationary  periods. 

5.  Visits  health  centers  at  intervals;  conducts  individual  con- 
ferences with  supervisory  personnel;  develops  and  implements  plans  for 
guidance  and  development  of  public  health  nurses  in  cooperation  with 

the  assistant  director,  educational  director,  supervising  nurses,  district 
medical  officers  and  medical  program  supervisors;  participates  in  in- 
service  training  of  new  staff  members. 

6.  Prepares  annual  budget  estimates  for  personal  and  non-personal 
needs  of  the  complete  public  health  nursing  program;  subsequently  admin- 
isters expenditures  within  the  approved  budgetary  appropriations. 


CLASS  TITLE;  DIRECTOR  OF  PUBLIC  HEALTH  NURSxNG  CODE:   2836 

(continued) 

7„  Prepares  annual  statistical  and  narrative  report  of  public 
health  nursing  program,  services  and  accomplishments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
general  public  health  nursing,  supplemented  by  completion  of  graduate 
courses  and  possession  of  a  master's  degree  in  public  health  or  in  a 
field  related  to  public  health  nursing. 

Requires  seven  years  of  public  health  nursing  experience,  at  least 
five  years  of  which  shall  have  been  in  a  progressively  important  super- 
visory capacity^  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
the  organization,  administration  and  supervision  of  public  health  nursing 
programs ;  modern  principles  and  practices  of  nursing  supervisions  national 
and  local  organizations  dealing  with  general  public  health  and  welfare; 
federal,  state  and  local  legislation  applicable  to  these  general  fields. 

Requires  ability  and  skill  to:   plan,  organize,  assign,  supervise, 
inspect  and  evaluate  work  of  subordinate  ~;  exercise  good  judgment 
in  making  decisions;  develop  and  maintain  satisfactory  workii.^  relation- 
ships with  staff  and  professional  and  community  groups;  teach  others  and 
delegate  authority;  speak  and  write  effectively;  efficiently  organise, 
administer  and  supervise  complete  nursing  programs,  activities  and  per- 
sonnel. 

License  or  Certificate  Requirements.   Requires  possession  of  valid 
certificates  as:   a  registered  nurse  issued  by  the  state  board  of  nursing 
examiners;  a  public  health  nurse,  issued  by  department  of  public  health. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From;  Assistant  Director  of  Pablic  Health  Nursing 


CLASS  TITLE:   STUDENT  HEALTH  ADVISER  CODE:   28U0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans  and  coordinates  the  student  health 
service  activities  of  san  francisco  city  college;  advises  students 
with  health  problems;  maintains  all  health  service  records;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  inter- 
preting, coordinating  and  enforcing  the  college  student  health  program; 
making  frequent  daily  contacts  with  students,  college  faculty  members 
and  physicians;  preparing  and  maintaining  medical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  coordinates  physical  examinations  of  students  enter- 
ing city  college;  conducts  various  phases  of  the  examinations,  including 
audiometer  and  vision  screening  tests. 

2.  Advises  students  with  health  problems  and  plans  and  secures 
medical  care  for  such  students,  as  required. 

3.  Confers  with  school  officials  concerning  students  with  health 
defects. 

U.  Interviews  students  who  return  after  five  days  of  illness  or 
who  have  suffered  a  serious  illness  or  injury. 

5.  Reviews  and  interprets  reports  of  private  physicians. 

6.  Maintains  all  records  relative  to  health  services  rendered. 

7.  Maintains  liaison  with  public  health  department  regarding 
policy  and  procedures  as  they  affect  the  college. 

8.  Administers  first-aid  and  transports  ill  and  injured  students 
to  a  physician,  hospital  or  their  homes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major 
course  work  in  public  health  nursing. 

Requires  at  least  two  years  of  responsible  experience  in  the  field 
of  public  health  nursing;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
modern  principles  and  practices  of  the  nursing  profession  and  public 
health  nursing;  professional  organizations  and  persons  available  for 
medical  referrals;  laws  and  rules  related  to  public  health  nursing  with 
specific  application  to  ai.  educational  institution. 

Requires  ability  and  skill  to:  plan  and  coordinate  a  health 
service  program  for  a  junior  college;  establish  and  maintain  effective 
working  relationships  with  students,  faculty  and  medical  personnel; 
exercise  good  judgment  in  evaluating  situations  and  making  decisions; 
apply  and  administer  the  practices  and  techniques  of  public  health 
nursing. 


CLASS  TITLE:   STUDENT  HEALTH  ADVISER   (continued)  CODE:   281+0 

License  or  Certificate  Requirements:  Requires  possession  of  a  valid: 
certificate  as  a  registered  nurse  and  a  public  health  nurse  issued  by 
the  state  board  of  nursing  examiners;  health  and  development  credentials; 
state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:  Supervisory  Public  Health  Nurse 

From:   Public  Health  Nurse 


CLASS  TITLE:   CRIPPLED  CHILDREN  SERVICES  SUPERVISOR        CODE:  2Qhh 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  carrying  out  and  interpret- 
ing administrative  decisions  and  program  details  for  the  various  activities 
and  services  pertaining  to  crippled  children  to  assure  that  the  processing 
of  individual  cases  and  the  interpretations  of  the  program  operate  smoothly 
and  effectively;  directly  supervises  related  office  and  clerical  personnel; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinat- 
ing, and  enforcing  existing  policies,  methods  and  procedures  applying  to 
crippled  children's  activities  and  services;  achieving  considerable  econo- 
mies and/or  preventing  considerable  losses  through  efficient  supervision 
of  the  various  aspects  of  the  program;  making  regular  contacts  regarding 
situations  requiring  meeting  and  dealing  with  physicians,  nurses,  other 
departments  and  representatives  of  public  agencies  and  community  organi- 
zations; preparation,  review  and  approval  of  important  operational,  finan- 
cial, medical  and  technical  records.  Nature  of  work  involves  normal  phy- 
sical effort  and  manual  dexterity  with  little  or  no  exposure  to  accident 
or  health  hazards  or  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  administrative  and  supervisory  duties  in 
interpreting  and  implementing  the  program  for  assistance  to  crippled  child- 
ren under  the  established  general  policies  of  the  health  department  and 
under  the  direction  of  the  director,  bureau  of  maternal  and  child  health. 

2.  Directly  supervises  the  office  and  clerical  personnel  assigned 
to  the  program;  assigns  work  to  staff;  assigns  and  instructs  employees  as 
to  specific  proced  res;  analyzes  existing  clerical  procedures  and  makes 
necessary  revisions  in  order  to  establish  and  maintain  uniform  practices; 
participates  in  preparation  and  compilation  of  manual  of  procedure;  in- 
structs workers  in  the  use  of  the  manual  and  related  forms;  interprets 
requirements,  as  necessary, 

3.  Analyzes  individual  case  reports  for  surveys  of  statistical, 
medical,  legal  and  other  pertinent  information;  refers  to  appropriate 
clerk  or  social  worker  to  obtain  additional  data;  personally  ascertains 
missing  records;  personally  contacts  physicians,  hospitals,  social  workers, 
community  agencies,  families,  public  health  physicians,  attorneys,  educators, 
and  others,  as  needed  in  order  to  clarify  medical  and  social  needs  for 
children;  makes  final  conclusions  and  decisions  based  on  all  sources  of 
information  and  prepares  writtsn  instructions  to  appropriate  worker  on 
basis  of  individual  child's  need. 

h.      Carries  en  a  community  education  program  in  relation  to  availa- 
bility of  crippled  children  services;  confers  with  administrators,  medical 
officers  and  supervising  public  health  nurses  for  opportunities  to  present 
the  program  to  their  respective  staffs;  participates  in  community  meetings, 
staff  meetings  and  employee  orientation  programs;  attends  medical  confer- 
ences, nursing  conferences  and  other  similar  meetings  to  improve  own  know- 
ledge of  crippled  children's  services;  attempts  to  create  understanding 
and  good  will  among  physicians,  hospitals  and  various  agencies  through 
personal  contact. 


CLASS  TITLE:   CRIPPLED  CHILDREN  SERVICES  CODE:  28hk 

SUPERVISOR  (continued) 

$.     Analyzes  statistics  regarding  current  cases,  new  cases,  closed 
cases;  sets  up  special  studies,  as  needed  in  order  to  analyze  working  habits5 
work  procedures  and  individual  worker  case  records;  analyzes  periodic  re- 
ports to  the  state  to  obtain  comparative  costs  for  various  services  as  well 
as  total  expenditures  for  crippled  children's  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  medi- 
cal care  administration,  social  welfare  or  public  health  nursing. 

Requires  at  least  two  years  of  experience  in  medical  care  administra- 
tion or  administration  of  a  related  aspect  of  a  large  public  health  pro- 
gram, or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  special  knowledge  of  medi- 
cal care  administration  and  modern  office  and  clerical  procedures. 

Requires  ability  and  skill  to:   implement  various  aspects  of  crippled 
children's  activities  and  services;  coordinate  various  aspects  of  crippled 
children's  services  with  other  child  care  activities  at  the  supervisory 
level  and  with  other  public  agencies  and  civic  organizations;  follow  through 
on  various  projects  in  an  efficient  manner. 

PROMOTIVE  LINES: 

To:  Assistant  Director  of  public  health  nursing. 

From:  Public  Health  Nurse. 

Original  entrance  examination. 
Student  Health  Advisor. 


CLASS  TITLE.   EDUCATIONAL  DIRECTOR,  PUBLIC  HEALTH  NURSING   CODE:   28U8 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  develops,  plans,  organizes  and  administers 
the  overall  educational  program  of  the  bureau  of  public  health  nursing 
and  the  orientation  of  new  public  health  nurses;  assists  in  the  prepar- 
ation and  maintenance  of  procedure  manuals;  plans  and  supervises 
programs  for  assigned  public  health  nursing  services;  assists  with  the 
development  of  community  resources  for  teaching  purposes;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating, 
originating,  and  executing  the  overall  educational  program  for  public 
health  nursing;  achieving  major  economies  and/ or  preventing  major  losses 
through  efficient  organization  and  administration  of  the  educational 
program  and  the  proper  training  of  individuals  in  efficient  work 
procedures  and  handling  of  equipment,  materials.. and  supplies;  directing 
the  preparation,  review  and  approval  and  maintenance  of  numerous 
detailed  records  and  reports.  Nature  of  duties  involves  normal  physical 
effort  and  manual  dexterity  with  occasional  exposure  to  health  and 
accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  In  cooperation  with  other  health  department  personnel,  plans, 
organizes,  develops  and  participates  in  the  orientation  and  in-service 
training  program  for  new  staff  public  health  nurses;  develops  and 
participates  in  staff  educational  programs;  develops  and  reviews  policy 
and  procedure  manuals. 

2.  Cooperates  with  outside  educational  institutions  in  developing, 
conducting,  and  evaluating  training  programs  for  graduate  and  student 
nurses;  interprets  health  department  policies  and  procedures;  conducts 
educational  conferences  with  students;  meets  with  supervisors  and  staff 
nurses  to  discuss  educational  program  and  field  training  experience; 
meets  with  instructors,  students  and  supervising  public  health  nurses 
and  staff  nurses  to  evaluate  student  training  program. 

3.  Conducts  supervisory  visits  with  staff  nurses;  conducts 
conferences;  evaluates  home  visiting  programs  and  procedures  as  well  as 
related  case  records  and  reports;  meets  with  district  supervising  public 
health  nurses;  discusses  staff  performance;  assists  with  improving  work 
methods  and  procedures. 

h-     Works  with  health  educator  in  reviewing  various  pamphlets, 
booklets  and  other  reading  materials;  approves  same  for  use  by  public 
health  nursing  personnel;  supervises  maintenance  of  the  public  health 
nursing  library;  reviews  nursing  text  books  prior  to  purchase  for 
instructional  uses;  obtains  various  educational  materials  for  use  by 
staff;  prepares  written  material  for  weekly  bulletin  regarding  policy, 
procedures  and  educational  topics. 

5.  Assists  in  preparation  of  annual  budgetary  estimates  and 
supporting  data;  subsequently  assists  in  controlling  expenditures  within 
limits  of  budgetary  appropriations. 


CLATT  TITLE:      EDUCATIONAL  DIRECTOR,  PUBLIC  HEALTH  NURSING   CODE:   2&%8 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  health  nursing,  supplemented  by  completion  of  graduate 
courses  and  possession  of  a  master's  degree. 

Requires  at  least  five  years  of  experience  in  a  large  public  health 
organization  in  the  field  of  public  health  nursing,  of  which  two  years 
shall  have  been  in  a  teaching  capacity;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
modern  public  nursing  techniques  and  educational  methods  involving 
technical  and  practical  training  of  nurses  and  student  nurses. 

Requires  ability  and  skill  to  work  with  the  general  public; 
plan,  organize,  and  execute  a  public  health  nursing  education  program  on 
own  initiative  and  responsibility. 

License:  Requires  possession  of  valid  certificate?  as:   a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners;  a  public  health  nurse, 
issued  by  the  state  department  of  public  health. 

PROMOTIVE  LINES: 

To:   Director  of  Public  Health  Nursing 

From:   Original  entrance  examination 

Supervising  Public  Health  Nurse 


CLASS  TITLE:   CHIEF,  DIVISION  OF  VENEREAL  DISEASE  CONTROL   CODE:   285U 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  responsibility 
for  organizing  and  carrying  out  the  venereal  disease  control  program; 
acts  as  consultant  for  private  physicians  and  other  agencies;  reviews 
disposition  of  venereal  disease  cases;  makes  recommendations  to  the 
nursing  service  on  venereal  disease  matters;  reviews  physicians'  reports 
for  accuracy  and  completeness;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating  and  executing 
established  policies,  methods  and  procedures  in  connection  with  the  entire 
venereal  disease  control  program;  achieving  major  economies  and/or 
preventing  major  losses  through  enforcement  of  efficient  diagnostic, 
laboratory  and  treatment  procedures  as  well  as  the  economical  handling 
of  equipment,  materials  and  supplies;  making  regular  contacts  involving 
meeting  and  dealing  with  persons,  requiring  explanation  and  interpreta- 
tion of  specialized  matters  and  obtaining  desired  cooperation  and  action; 
directing  the  compilation  and  maintenance  of  important  technical, 
medical  and  statistical  and  case  records  largely  of  a  confidential  and 
personal  nature.  Administrative  nature  of  duties  requires  normal 
physical  effort  and  manual  dexterity  with  frequent  exposure  to  health 
hazards  and  very  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  directs  and  supervises  the  activities,  personnel, 
methods  and  procedures  of  the  venereal  disease  division;  plans  and  directs 
all  venereal  disease  programs. 

2.  Conducts  staff  meetings;  prepares  physician  work  schedules; 
instructs  new  physicians  in  venereal  disease  diagnosis,  treatment, 
laboratory  and  other  procedures;  participates  in  orientation  of  assigned 
personnel  to  their  respective  duties;  lectures  to,  and  instructs 
nursing  students;  acts  as  specialist-consultant  in  venereal  disease 
control  for  professional  and  lay  personnel. 

3-  Frepares  the  annual  venereal  disease  budget  estimates  and 
related  programs  for  personal  and  non-personal  services;  subsequently 
controls  expenditures  within  approved  budgetary  allotments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  school, 
with  an  M.D.  degree,  supplemented  by  specialized  training  in  venereal 
disease  control. 

Requires  at  least  five  years  of  experience  in  venereal  disease 
diagnosis,  treatment  and  control  in  a  large  public  health  organization, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
fundamental  sciences  underlying  the  practice  of  medicine  with  special 
emphasis  on  venereal  diseases,  established  public  health  miles, 
regulations,  methods  and  procedures  applicable  to  venereal  disease 
control. 


CLASS  TITLE:   CHIEF,  DIVISION  OF  VENEREAL  DISEASE  CONTROL   CODE:   2854 

(continued) 

Requires  ability  and  skill  to:  plan,  organize,  assign,  and  direct 
and  evaluate  the  work  of  professional,  medical,  nursing,  and  auxiliary 
personnel;  work  effectively  with  private  physicians;  speak  effectively 
before  various  groups  and  civic  organizations  in  furthering  the  public 
interest  and  recognition  and  importance  of  public  health  venereal 
disease  control. 

License:  Requires  possession  of  a  license  to  practice  medicine 
issued  by  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   CHIEF,  DIVISION  OF  TUBERCULOSIS  CONTROL       CODE:   2808 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  complete 
responsibility  for  the  organization,  direction,  and  supervision  of  the 
activities  of  the  division  of  tuberculosis  control;  carries  out 
established  policies  and  programs;  coordinates  various  services  to 
patients;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating  and  executing 
established  policies,  methods  and  procedures  in  connection  with  the 
entire  division  program;  achieving  major  economics  and/or  preventing 
major  losses  through  the  enforcement  of  efficient  diagnostic,  labora- 
tory and  treatment  procedures  as  well  as  the  economical  handling  of 
equipment,  materials  and  supplies;  making  regular  contacts  involving 
meeting  and  dealing  with  persons  requiring  explanation  and  interpre- 
tation of  specialized  matters  and  obtaining  desired  cooperation  and 
action;  directing  the  compilation  and  maintenance  of  important  tech- 
nical, medical,  statistical  and  case  records.  Administrative  nature 
of  duties  requires  normal  physical  effort  and  manual  dexterity  with 
some  exposure  to  health  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  activities  of  personnel  engaged  in  tubercu- 
losis control;  plans  overall  policies,  programs,  methods  and  pro- 
cedures; coordinates  various  services  rendered  to  patients  by  other 
health  department  units  and  community  agencies  as  well  as  the 
in-patient  facilities  at  the  city's  hospitals  and  institutions; 
evaluates  employee  performance  as  to  the  quality  and  quantity  of 
work;  gives  personal  instructions,  when  necessary. 

2.  Supervises  and  directs  the  evaluation  of  patients  with 
histories  or  suspected  histories  of  tuberculosis;  supervises 
diagnoses  of  school  children;  interviews  parents  and  occasionally 
examines  children-patients;  establishes  policies  and  plans  programs 
for  school  diagnostic  services. 

3.  Supervises  and  evaluates  the  discharge  of  tuberculosis 
patients  and  return  to  community  and  family  life;  cooperates  with 
welfare  department  in  the  proper  planning  and  follow-up  of  individual 
cases. 

h.     Supervises  and  participates  in  dissemination  of  educational 
material  and  public  information  to  medical  and  lay  groups  in  the 
community;  personally  discusses  important  questions  and  problems; 
assists  local  clinics  in  the  preparation,  implementation  and  follow- 
up  of  tuberculosis  cases,  including  rehabilitation  and  welfare  pro- 
grams where  indicated. 

5.  Reviews  various  daily  and  monthly  statistical  and  medical 
reports  to  determine  if  adequate  diagnostic,  isolation  and  treatment 
procedures  are  being  followed;  reviews  a  number  of  new,  re-opened, 
and  closed  cases;  supervises  the  maintenance  of  composite  monthly 
and  annual  tuberculosis  control  statistics. 

6.  Prepares  annual  budget  estimates  for  the  personal  and  non- 
personal  services  required  in  the  operation  of  the  division;  sub- 
sequently controls  expenditures  within  approved  budgetary  allotments. 


CLASS  TITLE:   CKIEF,  DIVISION  OF  TUBERCULOSIS  CONTROL       CODE:   28^8 
(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  school 
with  an  M.D.  degree,  included  or  supplemented  by  specialized  training 
in  tuberculosis  control. 

Requires  at  least  five  years  of  professional  experience  in  tuber- 
culosis diagnosis,  treatment  and  control  in  a  large  public  health 
organization,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of 
the:  fundamental  sciences  underlying  the  practice  of  medicine  in- 
volving diagnostic  and  prognostic  care  of  tubercular  patients; 
established  public  heal :h  rules,  regulations,  methods  and  procedures 
applicable  to  the  tuberculosis  program. 

Requires  ability  to:  plan,  organize,  assign  and  direct  and  evalu- 
ate the  work  of  professional,  medical,  nursing  and  auxiliary  personnel; 
work  effectively  with  private  physicians;  speak  effectively  before 
various  groups  and  civic  organizations  in  furthering  the  public  interest 
and  recognition  and  importance  of  public  health  tuberculosis  control. 

License  or  Certificate  Requirements:  Requires  possession  of  a 
license  to  practice  medicine  issued  by  the  state  board  of  medical 
examiners. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   DIRECTOR,  ADULT  GUIDANCE  CENTER  CODE:   286U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  complete 
responsibility  for  the  organization,  direction  and  supervision  of  the 
activities  of  the  adult  guidance  center  engaged  in  the  investigation, 
study  and  treatment  of  alcoholism;  carries  out  established  policies 
and  programs;  coordinates  various  services  for  the  treatment  and  re- 
habilitation of  alcoholic  patients;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   coordinating  and  executing 
established  policies,  methods  and  procedures  in  connection  with  the 
entire  adult  guidance  center  program;  achieving  major  economies  and/or 
preventing  major  losses  through  the  enforcement  of  efficient  diagnostic, 
laboratory  and  treatment  procedures,  as  well  as  the  economical  handling 
of  equipment,  materials  and  supplies;  making  regular  contacts  involving 
meeting  and  dealing  with  persons  requiring  explanation  and  interpreta- 
tion of  specialized  matters  and  obtaining  desired  cooperation  and 
action;  the  directing  compilation  and  maintenance  of  important  technical, 
medical,  statistical  and  case  records.  Administrative  nature  of  duties 
requires  normal  physical  effort  and  manual  dexterity  with  some  exposure 
to  health  and  accident  hazards  and  very  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs,  organizes  and  supervises  the  activities  and 
personnel  engaged  in  the  diagnosis,  treatment  and  rehabilitation  of 
alcoholics;  meets  with  various  staff  members  both  in  groups  and 
individually;  discusses  policies,  plans,  procedures,  methods,  and  best 
means  of  effectuating  them;  directs  medical,  nursing  and  auxiliary 
personnel  accordingly. 

2.  Scheaules  and  assigns  work  of  individual  physicians;  super- 
vises case  loads  to  assure  maximum  use  and  application  of  psychotherapy 
consultations  and  treatments. 

3.  Meets  and  confers  with  administrative  personnel  of  other 
agencies  in  order  to  plan  cooperative  endeavors  both  as  individuals  and 
as  groups. 

ii.  Plans  and  conducts  weekly  staff  meetings;  assigns  various 
individuals  to  present  and  discuss  specific  topics  and  problems. 

5.  Plans  and  prepares  annual  budgetary  estimates  and  supporting 
justifications;  subsequently  controls  expenditures  within  budgetary 
allotments;  coordinates  clinic  activities  with  the  state  programs  on 
the  basis  of  partial  reimbursement  of  costs. 

6.  Directs  the  preparation  of  reports  of  individual  cases,  staff 
activities  and  result  of  treatments;  reviews  charts  of  individual 
patients;  reviews  overall  clinic  statistics;  prepares  related  reports. 

MINIMUM  QUALIFICATIONS: 

i  :ig  and  Experience:   Requires  completion  of  medical  school  with 
an  M.D.  degree,  including  or  supplemented  by  specialized  training  in 
psychiatry. 


CLASS  TITLE:   DIRECTOR,  ADULT  GUIDANCE  CENTER  CODE:   2862| 

(continued) 

Requires  at  least  five  years  of  professional  experience  in 
psychiatry,  clinical  treatment  and  rehabilitation  of  alcoholics  in  a 
large  public  or  private  organization  or  institution,  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
the  principles  and  practices  of  public  health  administration  and  pre- 
ventive medicine,  especially  as  directed  toward  the  problem  of 
alcoholism  and  the  treatment  and  rehabilitation  of  alcoholic  patients; 
established  public  health  rules,  regulations,  methods  and  procedures 
applicable  to  the  treatment  and  rehabilitation  of  alcoholics. 

Requires  ability  to:  plan,  organize,  assign,  direct  and  evaluate 
the  work  of  professional,  medical,  nursing  and  auxiliary  personnel; 
work  cooperatively  with  private  physicians;  speak  effectively  before 
various  groups  and  civic  organizations  in  furthering  the  public  in- 
terest and  recognition  and  importance  of  public  health  measures  in 
the  treatment,  rehabilitation  and  guidance  of  chronic  alcoholics. 

License  or  Certificate  Requirements:   Requires  possession  of  a 
license  to  practice  medicine  issued  by  the  state  board  of  medical 
examiners;  and  a  certificate  as  a  registered  psychiatrist  issued  by 
the  american  board  of  psychiatry  a  1  neurology. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Original  entrance  examination 


CUSS  TITLE:   ASSISTANT  DIRECTOR  BUREAU  OF  DISEASE  CONTROL  CODE:   2868 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assi  its  the  director,  bureau  of  disease 
control,  in  supervising  the  commu.  .cable  diseases  program;  is  respon- 
sible for  the  preparation  and  clearing  of  all  records  of  communicable 
diseases  which  are  reportable  by  law  and  for  the  transmittal  of  such 
records  to  the  state  health  department;  interprets  rules  and  regulations 
for  the  control  of  communicable  diseases;  and  performs  related  duties 
as  required. 

Requires  major  responsbility  for:   coordinating  and  executing 
established  legal  provisions,  policies  and  methods  pertaining  to  the 
recording  and  reporting  of  communicable  diseases;  achieving  economies 
through  the  efficient  administrative  enforcement  of  communicable  disease 
regulations;  making  regular  contacts  with  physicians,  representatives 
of  other  departments,  hospitals  ana  state  agencies  regarding  situations 
involving  communicable  disease  report  matters;  assisting  in  directing 
and  enforcing  the  preparation  and  maintenance  of  specific  medical  and 
related  records  concerning  all  legally  reportable  communicable  diseases. 
Administrative  nature  of  duties  involves  normal  physical  effort  and  manual 
dexterity  with  little  or  no  exposure  to  accident  or  health  hazards  or 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  preparation,  maintenance  and  clearing  of  all 
records  of  communicable  diseases  for  the  city  and  county  which  are 
reportable  -under  law  to  the  state  department  of  public  health,  including 
transmittal  of  such  records  for  poliomyelitis,  meningitis,  salmonella, 
shigella,  diphtheria,  venereal  diseases,  tuberculosis,  typhoid  fevs  . 
etc. 

2 .  Assists  with  the  growth  and  development  of  the  communicable 
disease  program;  confers  with  various  subdivisions  within  the  depart- 
ment of  public  health  regarding  communicable  disease  control;  correlates 
program  with  other  agencies  as  need  arises;  confers  with  various  admin- 
istrators on  program  planning. 

3.  Interprets  established  provisions,  rules  and  regulations  for 
control  of  communicable  diseases  to  parents,  school  personnel,  general 

public,  various  department  personnel  and  others  concerned, 

U.  Maintains  close  working  relationships  with  representatives  of 
state  department  of  public  health;  represents  the  bureau  of  communicable 
diseases  on  various  groups  and  committees;  acts  as  liaison  officer 
between  the  bureau  director  and  the  general  public. 

5.  Acts  in  advisory  capacity  to  other  departments  regarding  nurs- 
ing procedures  in  the  control  of  communicable  diseases;  assists  in 
planning  related  nursing  program;  checks  effectiveness  of  staff  per- 
formance; confers  and  consults  with  department  personnel  and  others 
involved  in  communicable  disease  activities  and  procedures;  supervises 
the  maintenance  of  communicable  disease  control  procedure  manuals. 

6.  Conducts  staff  meetings  and  individual  conferences;  interprets 
department  rules,  regulations  and  policies  to  personnel;  prepares 
periodic  evaluation  reports  of  employees;  counsels  personnel  regarding 
various  work  and  personal  problems. 


CLASS  TITLE:   ASSISTANT  DIRECTOR  BUREAU  OF  DISEASE         CODE:   2868 
CONTROL  (continued) 

7,   Supervises  the  preparation  of  monthly,  semi-annual  and  annual  sta- 
tistical reports  of  the  division;  assembles  all  information  and  support- 
ing data  in  preparation  and  support  of  annual  budgetary  estimates  and 
requests, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
general  nursing  and  public  health  nursing. 

Requires  at  least  six  years  of  progressively  responsible  pro- 
fessional bedside  nursing  and  public  health  nursing  experience,  at 
least  two  years  of  which  shall  have  been  in  a  supervisory  capacity,  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of  public  health  nursing,  bedside  nursing  and  the  general  field  of 
communicable  diseases. 

Requires  a  high  degree  of  initiative,  leadership  and  intelligent 
understanding  of  the  organization,  administration  and  supervision  of 
various  communicable  disease  programs.   Must  have  demonstrated  organizing 
and  administrative  ability. 

License  or  Certificate  Requirements:  Requires  possession  of 
valid  certificates  as  a  registered  nurse  and  public  health  nurse, 
issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Director  of  Public  Health  Nursing 

From:  Supervising  Public  Health  Nurse 


CLASS  TITLE:   DIRECTOR,  BUREAU  OF  DISEASE  CONTROL  CODE:   2870 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  directs  all  of  the  activities  of 
the  bureau  of  disease  control;  supervises  and  is  responsible  for  the  pre- 
paration and  clearing  of  all  records  of  communicable  diseases  which  are 
reportable  by  law  and  the  transmittal  of  such  reportable  communicable 
disease  records  to  the  state  health  department;  interprets  and  enforces 
rules  and  regulations  for  the  control  of  communicable  disease;  and  performs 
related  duties  as  required. 

Requires  complete  responsibility  for:  developing,  coordinating, 
approving  and  enforcing  established  legal  provisions,  policies  and  methods 
pertaining  to  the  recording  and  reporting  of  communicable  diseases;  all 
forms  of  assets,  through  efficient  management  and  direction  of  communicable 
disease  activities,  including  budgetary  control  of  expenditures  within  ap- 
propriations; making  regular  contacts  with  physicians,  representatives  of 
other  departments,  hospitals  and  state  agencies  regarding  situations  in- 
volving communicable  disease  report  matters;  directing  and  enforcing  the 
preparation  and  maintenance  of  specific  medical  and  related  records  con- 
cerning all  legally  reportable  communicable  diseases.  Administrative 
nature  of  duties  involves  normal  physical  effort  and  manual  dexterity 
with  little  or  no  exposure  to  accident  or  health  hazards  or  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Through  the  assistant  director  and  subordinate  supervisory  per- 
sonnel, directs  the  preparation,  maintenance  and  clearing  of  all  records 
of  communicable  diseases  for  the  city  and  county  which  are  reportable 
under  law  to  the  state  department  of  public  health,  including  transmittal 
of  such  records  for  poliomyelitis,  meningitis,  salmonella,  shigella, 
diphtheria,  venereal  diseases,  tuberculosis,  typhoid  fever,  etc. 

2.  Participates  in  furthering  the  growth  and  development  of  communi- 
cable disease  programs;  confers  with  various  subdivisions  within  the  depart- 
ment of  public  health  regarding  communicable  disease  control;  correlates 
program  with  other  agencies  as  need  arises;  confers  with  various  adminis- 
trators on  program  planning. 

3.  Enforces  and  participates  in  establishing  provisions,  rules  and 
regulations  for  the  control  of  communicable  diseases  to  parents,  school 
personnel,  general  public,  various  department  personnel  and  others  concerned. 

k.     Maintains  close  working  relationships  with  representatives  of 
state  department  of  public  health;  represents  the  bureau  of  communicable 
disease  and  various  groups  and  committees,  acts  as  liaison  officer  between 
the  bureau  director  an  I  the  general  public. 

5.  Through  the  assistant  director,  acts  in  an  administrative  and  con- 
sultative capacity  regarding  nursing  procedures  in  the  control  of  communi- 
cable diseases;  assists  in  planning  related  nursing  programs;  checks  effect- 
iveness of  staff  performance;  confers  anc  consults  with  department  personnel 
and  others  involved  in  communicable  disease  activities  and  procedures; 
directs  the  maintenance  of  communicable  disease  control  procedure  manuals. 


CLASS  TITLE:   DIRECTOR,  BUREAU  OF  DISEASE  CODE:   2870 

CONTROL 

6,  Conducts  staff  meetings  and  individual  conferences;  interprets 
overall  department  rules,  regulations  and  policies  to  personnel;  reviews 
periodic  evaluation  reports  of  employees. 

7,  Directs  the  preparation  of  monthly,  semi-annual  and  annual  statis- 
tical reports  of  the  division;  directs  the  assembling  of  information  and 
supporting  data  in  preparation  and  support  of  annual  budgetary  estimates 
and  requests. 

MINIMUT  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  a  medical  college, 
with  an  M.D.  degree,  supplemented  by  completion  of  graduate  courses  and 
possession  of  a  master's  degree  in  public  health. 

Requires  at  least  eight  years  of  progressively  responsible  professional 
experience  in  the  field  of  general  public  health  and  preventive  medicine, 
at  least  three  years  of  which  shall  have  been  in  an  administrativ,  capacity, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  and  comprehensive 
knowledge  of:  public  health  nursing  and  bedside  nursing,  and  the  general 
field  of  communicable  diseases. 

Requires  a  high  degree  of  initiative,  leadership  and  intelligent 
understanding  of  the  organization,  administration  and  supervision  of 
various  communicable  disease  programs. 

License:  Requires  possession  of  a  license  to  practice  medicine  issued 
by  the  state  board  of  medical  examiners,  and  an  M.P.H.  certificate. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 
From:  Original  entrance  examination. 


CLASS  TITLE:  DIRECTOR,  BUREAU  OF  MATERNAL  AND  CODE:   2886 

CHILD  HEALTH 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  organizes,  directs  and 
administers  all  phases  of  health  department  activities  concerned  with 
the  care,  health  and  welfare  of  expectant  parents,  infants  and  children 
in  accordance  with  established  programs;  issues  policies  and  directives 
and  written  procedures  for  implementing  various  services;  delegates 
authority  and  responsibility  to  subordinate  superv.jory  personnel; 
and  performs  related  duties  as  required. 

Requires  major  responsbility  for:   coordinating,  approving  and 
executing  policies  and  methods  effecting  all  services  pertaining  to 
maternal  and  child  health  matters;  achieving  widespread  economies 
and/or  preventing  widespread  losses  through  efficient  management  of 
maternal  and  child  health  activities,  including  exercise  of  judicious 
budgetary  control  for  all  personal  and  non-personal  services;  making 
contacts  with  employees,  representatives  of  organizations  and  groups 
involving  discussion,  interpretation  and  explanation  of  policies, 
rules  and  regulations  of  the  health  department  pertaining  to  maternal  and 
child  health;  directing  the  preparation,  approval,  review  and  main- 
tenance of  all  records  and  reports  effecting  various  specialized  health 
services.  Administrative  nature  of  duties  requires  normal  physical 
effort  and  manual  dexterity  with  very  little  or  no  accident  or  health 
hazard  or  exposure  to  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Develops  and  administers  program  activities  and  services  relat- 
ing to:   classes  for  expectant  parents;  medical  supervision  and  follow- 
up  of  prenatal  patients;  child  health  conferences;  immunization  center 
programs;  sc  ool  health  programs  and  services;  mental  hygiene  and  child 
guidance  services;  dental  health  programs;  diagnostic  and  follow-up 
centers  for  eye,  ear,  cardiac  and  chest  diseases;  crippled  children 
services  programs;  other  activities  relating  to  prevention  of  pre- 
maturity and  perinatal  mortality. 

2.  In  connection  with  development  of  individual  programs,  analyzes 
statistical  and  other  information  available  in  order  to  determine  which 
aspects  of  program  require  greatest  emphasis;  consults  with  key  depart- 
ment administrative  personnel  as  well  as  with  other  departments  and 
interested  voluntary  agencies  as  to  relative  priority  of  different  pro- 
grams and  best  methods  for  their  implementation. 

3.  Supervises  the  preparation  of  detailed  procedure  manuals  for 
carrying  out  various  aspects  of  different  programs  and  personally 
participates  in  contributing  material  for  such  manuals;  prepares  and 
issues  policy  directives  to  physicians  and  public  health  nurses,  as 
necessary. 

h.     Evaluates  and  re-appraises  various  programs  dealing  with  mater- 
nal and  child  health  in  relation  to  specific  community  and  health 
needs;  reviews  specific  aspects  of  each  program;  follows-up  effective- 
ness; prepares  reports  of  activities. 


CLASS  TITLE:   DIRECTOR,  BUREAU  OF  MATERNAL  AND  CODE:   2886 

CHILD  HEALTH  .Continued) 

5.  Prepares  annual  budget  estimates  for  each  of  the  program 
activities;  subsequently  controls  expenditures  for  personal  and  non- 
personal  services  in  order  to  keep  within  approved  budgetary  appro- 
priations. 

6.  Attends  and  participates  in  meetings  and  conferences  for  in- 
service  training  and  education  both  within  and  outside  the  department. 

7.  Represents  the  department  on  inter-agency  committees;  inter- 
prets health  department  programs  and  policies  and  occasionally  makes 
commitments  for  investigations  of  various  programs  which  may  be  indi- 
cated on  the  basis  of  community  needs;  represents  department  as  speaker 
for  various  civic,  medical,  hospital  and  social  welfare  groups  for 

the  purpose  of  discussing  specific  parts  of  the  maternal  and  child 
health  program. 

MINIMUM  QUALIFICATIONS'. 

Training  and  Experience:  Requires  completion  of  a  medical  college, 
with  an  M.  D.  degree. 

Requires  at  least  five  years  of  professional  experience  in  maternal 
and  child  health  activities  in  a  large  department  of  public  health, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  a  broad  academic  and 
pi  fessional  knowledge  of  the  medical  and  public  health  fields,  partic- 
ularly as  they  apply  to  maternal  and  child  health. 

Requires  skill  and  ability  to:   implement  the  organization,  planning, 
direction  and  administration  of  the  entire  maternal  and  child  health 
program  activities  and  services. 

License  or  Certificate  Requirements:  Requires  possession  of  a 
license  to  practice  medicine  issued  by  the  state  board  of  medical 
examiners,  and  a  certificate  from  the  american  board  of  public  health. 

PROMOTIVE  LINES-. 

To:   No  Normal  Lines  of  Promotion 
From;  Ori  jinal  entrance  examination 


CLASS  TITLE:   PROGRAM  CHIEF,  MENTAL  HEALTH  SERVICES  CODE:   2888 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  the  overall 
organization  and  supervision  of  all  mental  health  services  in  the  depart- 
ment of  public  health,  including  psychiatric  services  at  general  hospital, 
services  at  adult  guidance  center  and  the  child  guidance  services;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for;  developing,  coordinating,  approv- 
ing and  executing  policies  and  methods  affecting  all  mental  health  pro- 
grams, activities  and  services;  budgetary  control;  making  important  high 
level  contacts  and  maintaining  public  relations  frequently  involving 
negotiations,  presentations  and  interpretation  of  psychological,  psych- 
iatric and  mental  health  matters;  overall  responsibility  for  directing 
the  preparation,  review,  approval,  maintenance  and  evaluation  of  highly 
specialized  studies,  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  treatment,  educational,  consultative  and  rehabilita- 
tive services  included  in  the  mental  health  program;  coordinates  the 
various  activities;  prepares  and  executes  an  integrated  program  relating 
to  all  mental  health  activities. 

2.  Directs  and  is  responsible  for  the  development  and  operation  of  a 
staff  in-service  training  and  educational  program. 

3.  Directs,  reviews  and  approves  the  preparation  of  annual  budgetary 
estimates  and  controls  subsequent  expenditures  within  authorized  appro- 
priations; is  responsible  for  claims  for  reimbursement  of  state  and/or 
federal  funds  pertaining  to  mental  health  program  services. 

h.   Negotiates  with  private  institutions  for  psychiatric  services  to 
be  rendered  to  county  eligible  patients;  reviews  and  approves  consulta- 
tive and  treatment  procedures  and  programs  of  these  institutions,  and 
supervises  and  is  responsible  for  the  successful  operation  of  the  various 
contracts. 

5.  Acts  as  liaison  between  department  of  public  health  and  other 
agencies,  divisions  and  bureaus;  represents  the  director  of  public  health 
in  connection  with  mental  health  programs  and  conferences  for  enhancing 
the  development  of  an  overall  mental  health  program  in  the  city  and 
county. 

6.  Directs  and  participates  in  the  preparation  of  annual  and  per- 
iodic reports  on  the  operation  and  accomplishments  of  the  overall  mental 
health  program  and  services. 

MINIMUM  .QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  school 
and  possession  of  an  M.D.  degree. 

Requires  at  least  ten  years  of  progressively  responsible  experience 
in  the  field  of  clinical  psychiatry,  including  at  least  three  years  of 
responsible  charge  of  the  organization,  administration  and  program 
planning  of  a  psychiatric,  psychological  and  mental  health  program  and 
services  of  a  large  psychiatric  agency;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:   PROGRAM  CHIEF,  MENTAL  HEALTH  SERVICES  CODE: 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  outstanding  academic  and 
administrative  knowledge  of:  the  principles  and  practices  of  clinical 
psychiatry;  personality  dynamics  and  child  and  adult  psychology;  the 
therapeutic  methods  applicable  to  alcoholics  and  emotionally  and  mental- 
ly disturbed  children  and  adults. 

Requires  outstanding  ability  to:  plan,  organize  and  develop  a 
broad  program  of  mental  health  activities  and  services;  plan  and  direct 
in-service  and  staff  training  and  development  programs;  plan  and  direct 
specific  mental  health  research  programs;  establish  and  maintain  good 
public  relations. 

License:  Requires  possession  of:   a  license  to  practice  medicine 
issued  by  the  state  board  of  medical  examiners;  a  certificate  issued  by 
the  american  board  of  psychiatry  and  neurology  indicating  successful 
passing  of  their  examination  in  psychiatry. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Senior  Physician  Specialist 

Director  of  Clinical  Psychiatry 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PUBLIC  HEALTH  CODE:   2890 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  assists  the  director  by  per- 
forming specialized  administrative  duties  involving  the  overall  public 
health  programs  of  the  department;  assists  in  planning  and  directing 
the  various  functions  and  activities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  assisting  in  developing,  coordinating, 
approving  and  enforcing  established  policies  and  methods  effecting  all 
health  department  units;  all  forms  of  assets  of  the  entire  department 
including  management,  budgeting  and  budgetary  control;  making  continuing 
personal  contacts  with  subordinates,  administrative  and  supervisory 
employees,  and  representatives  of  various  medical  and  public  health 
groups  and  organizations  involving  high  level,  professional,  special- 
ized and  difficult  inter-relationships  on  a  wide  variety  of  public 
health  matters;  assisting  in  directing  the  preparation,  maintenance, 
review  and  approval  of  all  departmental  operational,  statistical  and 
specialized  records  and  reports.   Nature  of  administrative  duties 
involves  normal  physical  effort  and  manual  dexterity  with  little  or  no 
exposure  to  accident  or  health  hazards  or  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  director  of  public  health  in  organizing,  directing 
and  supervising  all  of  the  functions  and  activities  of  the  health  de- 
partment. 

2.  Plans  and  conducts  staff  meetings  with  physicians,  super- 
vising nurses,  administrative  and  other  supervisory  personnel  pertain- 
ing to  emergency  hospital  services,  district  health  centers  and 
institutions  regarding  programs,  policies,  personnel,  budgeting  and 
other  related  administrative  matters  and  problems. 

3.  Directs  the  activities  of  the  communicable  disease  programs. 
h-     Recruits  and  interviews  medical  personnel  employed  by  the 

department. 

5>.  Conducts  public  relations  activities;  presents  talks  to 
various  civic,  community,  and  other  groups  in  regard  to  services  and 
problems  of  the  health  department  in  connection  with  public  health 
matters  and  preventive  medicine  in  general. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  medical  college, 
with  an  M.D.  degree,  supplemented  by  completion  of  graduate  study  in 
public  health  administration  and  possession  of  a  master's  degree  in 
public  health. 

Requires  at  least  ten  years  experience  in  the  field  of  general 
public  health  and  preventive  medicine,  at  least  five  years  of  which 
shall  have  been  in  a  top  administrative  capacity  with  a  large  public 
health  department  or  agency,  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PUBLIC  HEALTH  CODE:   28$>0 

(continued) 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
the  fundamental  sciences  underlying  the  practice  of  medicine  and  of 
modern  techniques  and  practices  utilized  in  public  health  administra- 
tion; state  and  federal  laws  pertaining  to  public  health  requirements 
and  programs;  the  rules,  regulations,  policies  and  procedures  of  the 
department  of  public  health. 

Requires  ability  to:  plan,  organize,  assign,  direct  and  evaluate 
the  functions,  activities  and  services  of  the  health  department;  speak 
effectively  before  various  groups  and  civic  organizations  in  furthering 
the  public  interest  and  recognition  of  the  importance  of  general  public 
health  and  preventive  medicine. 

License  or  Certificate  Requirements:   Requires  possession  of  a 
license  to  practice  medicine  issued  by  the  state  board  of  medical 
examiners,  and  a  M.P.H.  certificate. 

PROMOTIVE  LINES: 

To:   Director  of  Public  Health 

From:  Original  entrance  examination 

Administrator,  San  Francisco  General  Hospital 


CLASS  TITLE:  RESOURCE  INVESTIGATOR  CODE:  2902 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  investigative  duties  to  deter- 
mine factual  information  and  establish  criteria  for  determination  of 
eligibility  of  individuals  for  public  welfare  assistance:  conducts 
exhaustive  searches  and  interviews  of  available  official  public  records 
and  other  sources  to  develop  all  necessary  basic  information;  prepares 
reports  of  findings  and  conclusions;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  applicable  to  resource  investigating  work;  achiev- 
ing some  economies  and/or  preventing  moderate  losses  thorough  efficient 
investigative  procedures  which  would  develop  financial,  economic  and 
other  resources  information  not  readily  discernible;  making  regular 
contacts  with  the  general  public,  persons  in  other  departments  and  outside 
organizations  and  their  representatives  in  connection  with  obtaining 
important  information  on  specialized  and  confidential  matters;  gathering, 
checking  and  preparing  important  detailed  reports  covering  financial  and 
economic  information. 

EXAMPLES  OF  DUTIES: 

1.  Performs  routine  searches  of  real  property  and  other  public 
records,  also  records  of  banks,  loan  and  title  companies  and  other 
sources,  to  develop  information  required  by  welfare  workers  and  fiscal 
and  administrative  staff  employees. 

2.  Plans  schedules  for  performing  assigned  case  investigations; 
conducts  visits  to  various  outside  organizations,  record  and  information 
sources;  searches  probate  records,  civil  indexes,  vital  statistics 
records,  school  attendance  records,  voters'  registration,  naturalization, 
committment  records,  creditors'  claims  records  and  bank  clearance; 
prepares  related  summary  reports  of  findings. 

3.  Checks  real  property  records  and  records  pertaining  to  owner- 
ship transfers  and  related  data;  reviews  assessor's  sales  books 

for  latest  status  of  properties  and  current  ownership;  obtains  amounts 
of  assessments  and  taxes  for  both  real  and  personal  property. 

k.     Obtains  information  from  official  records  and  instruments  dealing 
with  the  sale  and  purchase  of  properties,  deeds  of  trust  and  other  mort- 
gages, sales  of  businesses,  foreclosures  and  other  matters;  searches 
records  for  evidence  of  aid  in  placing  liens  representing  the  department's 
financial  interests. 

5.  Checks  bank  accounts  of  applicants  for  and  recipients  of  public 
aid;  checks  ownership  of  safe  deposit  boxes;  checks  savings  and  loan 
accounts  and  other  savings  accounts. 

6.  Performs  a  variety  of  clerical  duties  associated  with  invest- 
igative and  searching  procedures;  conducts  related  correspondence  and 
prepares  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  commercial  courses,  such  as  bookkeeping  and  typing,  and 
at  lease  four  years  of  general  clerical  experience  in  legal,  real 


CLASS  TITLE:   RESOURCE  INVESTIGATOR  (continued)  CODE;  2902 

property  or  taxation  activities,  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
real  property  conveyances,  taxation  and  related  legal  and  official 
records;  other  public  record  sources  and  general  business,  insurance 
and  banking. 

Requires  ability  to:  plan  and  carry  out  varied  and  detailed 
investigative  procedures  and  prepare  accurate  information  and  reports 
of  findings;  meet  and  deal  effectively  with  representatives  of  many 
public  and  private  agencies;  cooperate  with  social  welfare  workers  in 
various  fields  of  public  assistance. 

PROMOTIVE  LINES: 

To:   Principal  Clerk 

From :  Original  entrance  examination. 
Clerk 
Clerk-Typist 


CLASS  TITLE:   SOCIAL  WORKER  TRAINEE  CODE:   2906 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  and  in  accordance  with  well  defined 
policies  and  procedures,  assists  in  performing  various  routine  phases  of 
public  assistance  work,  including  related  office  duties  in  order  to 
relieve  professional  social  workers  of  such  tasks;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  and  oral  and  written  instructions;  achieving  minor  econo- 
mies and/or  preventing  minor  losses  through  efficient  use  of  equipment, 
materials  and  supplies;  making  routine  contacts  with  other  employees, 
applicants,  recipients  and  their  families;  preparing  routine  records  and 
reports  with  reference  to  maintenance  of  case  records  and  gathering  and 
compiling  routine  financial,  statistical  and  other  regular  operational 
data. 

Note.   This  class  is  desiged  to  recruit  personnel  who  have  success- 
fully  completed  college  and  who  have  a  high  degree  of  interest  in  and 
apptitude  for  social  service  work.  Normally,  workers  remain  in  this 
class  from  six  months  to  one  year,  after  which  they  have  opportunities  to 
advance  to  higher  level  social  service  work.   Employees  in  this  class 
carry  more  limited  assignments  than  do  regular  social  workers  and  usually 
work  under  close  supervision.  Assignments  consist  generally  of  all  types 
and  degrees  of  difficulty,  selected  to  help  the  worker  adapt  his  knowledges 
and  skills  to  the  various  welfare  programs.   Supervision  is  provided  to 
help  the  worker  to  learn:   (l)  agency  functions,  (2)  policies  and  pro- 
cedures, and  (3)  established  methods  in  rendering  various  services. 

As  experience  is  gained,  a  trainee  carries  an  increasingly  greater 
responsibility,  and  works  with  less  detailed  supervision;  however, 
eligibility  determinations  and  work  methods  continue  to  receive  close 
check  and  review. 

EXAMPLES  OF  DUTIES: 

1.  Studies  and  learns  to  apply  the  principles  and  techniques  of 
social  work;  receives  instructions  from  and  discusses  various  routine 
matters  concerning  case  problems  with  professional  social  workers. 

2.  Performs  non -professional  assignments  in  one  or  more  units  of 
the  department;  assists  professional  social  workers  as  required  or 
assigned;  performs  related  selected  office  duties  of  a  routine  nature. 

3.  Assists  applicants  and  recipients  in  utilizing  available  re- 
sources provided  for  individual  needs;  learns  to  interpret  and  apply 
established  policies,  rules  and  regulations  to  applicants,  recipients 
and  others. 

U.  Assists  in  performing  research  work  by  gathering,  assembling 
and  compiling  data  and  information  required  for  various  studies  and 
reports. 

5.  May  accompany  a  social  worker  in  conducting  home  visits  and 
assisting  with  routine  matters;  may  assist  in  preparing  related  summaries 
for  case  records. 
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6.  Assists  in  carrying  out  various  procedures  "with  reference  to  the 
preparation  and  processing  of  forms,  work  reports  and  related  statistics. 

7.  May  assist  social  workers  assigned  to  service  hospital  patients 
by  performing  clerical  and  related  duties  usually  performed  by  "eligi- 
bility workers",  including  the  compilation  of  social  and  economic  data 
and  other  information  concerning  patients  and  case  histories;  may  assist 
patients  to  adjust  to  practical  routines  and  procedures,  and  to  hospital 
environment;  may  act  as  liaison  in  giving  general  information  to  patients, 
relatives  and  others  concerned. 

8.  May  be  assigned  to  assist  with  the  detailed  preparation,  com- 
pilation and  periodic  revision  of  family  case  budgets  and  prepare  and 
process  related  forms  and  records  both  in  connection  with  new  applicants 
and  established  recipients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
social  service;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  cf : 
the  provisions  of  the  welfare  and  institutions  code  pertaining  to  old 
age  security,  aid  to  the  blind,  aid  to  needy  children,  aid  to  the  needy 
disabled  and  indigent  aid;  the  techniques  of  interviewing  and  recording 
as  applied  to  social  service  case  work. 

Requires  ability  to:   obtain  facts  and  recognize  matters  which  are 
relevant  and  significant;  make  preliminary  determinations  of  eligibility 
for  public  assistance  on  the  bases  of  current  laws,  rules  and  regulations: 
interpret  the  public  assistance  program  to  applicants,  recipients  and 
others. 

Requires  some  skill  and  ability  to:  interview  persons  effectively 
and  get  along  well  with  others;  analyze  situations  accurately  and  adopt 
correct  courses  of  action;  present  oral  and  written  reports  concisely  and 

clearly. 

Requires  initiative,  tact,  perseverance  and  willingness  to  perform 
clerical  work  and  routine  welfare  duties  under  close  supervision. 

PROMOTIVE  LINES: 

To:   Social  Worker 

From:   Original  entrance  examination 
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CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  investigates  requests  for  public  assist- 
ance in  accordance  with  well  defined  and  established  legal  provisions, 
policies  and  procedures  in  order  to  determine  the  eligibility  and  needs 
of  applicants  and  recipients  for  public  assistance  and  services; 
recommends  assistance  grants  on  basis  of  findings;  provides  other  mis- 
cellaneous services;  maintains  various  case  records;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  established 
methods  and  procedures  to  applicants,  recipients  and  6hhers;  achieving 
economies  and/or  preventing  losses  through  careful  and  judicious  inter- 
pretations of  various  legal  provisions,  methods  and  procedures  in 
recommending  assistance  grants;  making  regular  contacts  with  applicants, 
recipients,  their  families  and  others  concerned,  employees  and  other 
departments  and  organizations;  gathering,  compiling  and  reviewing 
important  detailed,  financial,  personal  and  confidential  information. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  applicants  for,  and  recipients  of,  public  assistance 
and  evaluates  information  necessary  to  establish  eligibility;  makes 
home  visits;  determines  amount  of  assistance  eligibility;  gives  related 
explanations  and  information. 

2.  Advises  and  counsels  clients  regarding  family,  economic, 
physical  and  emotional  situations;  provides  necessary  services  to  render 
needed  assistance,  or  refers  cases  to  other  community  resources  when 
deemed  expedient;  interviews  applicants,  recipients  and  others  in  the 
welfare  department  office  or  in  their  homes  to  obtain  further  informa- 
tion to  establish  final  eligibility. 

3.  Prepares  detailed  budget  requirements  for  eligible  cases  to 
establish  amount  of  financial  assistance;  authorizes  payment  of  amount 
determined  and  prepares  necessary  forms  in  accordance  with  detailed 
procedures . 

U.   Studies  and  evaluates  case  records  of  recipients  to  determine 
conformance  with  established  legal  provisions,  policies,  procedures, 
interpretations  and  instructions  to  determine  further  courses  of  action, 
as  may  be  necessary;  dictates  conclusions  and  evaluation  of  case 
problems  into  individual  case  records,  including  all  necessary  related 
correspondence;  discusses  cases  with  supervisor. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  social  service. 

Requires  one  year  of  experience  as  a  social  worker  in  a  recog- 
nized social  service  agency.  One  year  of  graduate  study  in  an 
accredited  graduate  school  of  social  work  or  six  months  of  experience 
as  a  Social  Worker  Trainee  may  be  substituted  for  one  year  of  experience. 
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Knowledge,,  Abilities  and  Skills:  Requires  wide  knowledge  of  the 
provisions  of  the  state  welfare  and  institutions  code  pertaining  to  old 
age  security,  aid  to  the  blind,  aid  to  the  needy  disables,  indigent  aid 
and  aid  to  needy  children;  the  principles  and  techniques  of  casework 
interviewing  and  recording. 

Requires  skill  and  ability  in:   interviewing  persons  effectively; 
obtaining  facts  and  evaluating  relevant  and  significant  information; 
determining  eligibility  for  public  assistance  on  the  basis  of  established 
laws,  rules  and  regulations;  interpreting  and  explaining  provisions  of 
the  public  assistance  programs,  and  presenting  oral  and  written  reports 
concisely  and  clearly. 

PROMOTIVE  LINES: 

To:   Senior  Social  Worker 

From:   Social  Worker  Trainee 

Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  SOCIAL  WORKER  CODE:   2912 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  social  service  work  and  may 
direct  the  work  of  several  social  workers  and  social  worker  trainees) 
assigns  and  directs  work  of  interviewing  and  investigating  applicants; 
reviews  cases  of  all  categories  of  aid  processed  by  other  workers; 
personally  participates  in  the  more  difficult  social  service  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and 
enforcing  existing  legal  provisions,  policies,  methods  and  procedures; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  enforcing  careful  and  judicious  interpretations  of  various  legal 
provisions,  methods  and  procedures  in  approving  and  recommending 
assistance;  making  regular  contacts  with  other  employees,  supervisors, 
applicants,  recipients,  their  families,  other  departments,  community 
organizations  and  others  concerned;  gathering  and  checking  detailed, 
financial,  personal  and  confidental  case  information. 

EXAMPLES  OF  DUTIES? 

1.  Reviews  cases  of  all  categories  of  public  assistance  previously 
handled  by  other  social  workers,  especially  in  cases  when  recipients 
make  appeals  because  of  dissatisfaction  with  previous  decisions,  amount 
of  assistance  rendered,  and  other  causes;  makes  adjustments  in  such 
cases  after  reviewing  all  factors  involved, 

2.  Supervises,  advises  and  counsels  the  employable  and  potentially 
employable  clients  and  various  prospective  employers  in  order  to  effect 
employment  placements  and  reduce  or  eliminate  the  amount  of  public 
assistance  granted. 

3.  Reviews  claims  for  refunds  of  public  assistance  from  recipients; 
interviews  persons  concerned;  determines  suitable  plan  by  which  recipient 
may  make  repayment  of  previously  granted  assistance;  interprets  pertinent 
policies  and  laws  pertaining  to  such  claims . 

h.     Verifies  local  residence  status  of  individuals  in  need  of 
general  relief  or  hospital  medical  care,  as  requested  by  other  county 
agencies  for  the  purpose  of  either  authorizing  or  denying  the  care  of 
applicant  or  for  the  purpose  of  billing  other  public  agencies  for  amount 
of  care  rendered;  prepares  reports  of  results  of  residency  investigations 
and  draws  conclusions  on  basis  of  determined  facts. 

5.  Conducts  home  and  office  interviews  with  applicants  for  licenses 
to  operate  boarding  homes  for  the  aged  in  order  to  determine  ability  to 
operate  such  establishment  in  conformity  with  the  regular  requirements 
and  established  standards;  conducts  interviews  with  recipients  in  auch 
homes  to  determine  their  needs  and  evaluate  care  being  received; 
recommends  issuance  or  denial  of  boarding  home  for  the  aged  license  to 
applicants;  interprets  laws,  rules  and  regulations  governing  the  opera- 
tion of  such  boarding  homes. 

6.  Schedules  and  conducts  individual  and  group  rehabilitation 
counseling  to  recipients;  establishes  relationship  with  individuals  in 
order  to  render  maximum  counseling  service  tending  toward  the  solution 
of  individual  problems  with  respect  to  financial,  physical  and  emotional 
needs . 
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7.  Conducts  the  important  and  difficult  office  intake  interviews 
with  individual  applicants  for  public  assistance  to  make  determinations 
of  eligibility  and  to  prescribe  plans  for  care;  determines,  applies  and 
interprets  pertinent  laws,  ordinances,  rules  and  regulations  to  each 
situation;  determines  appropriate  category  of  aid  required;  opens  new 
case  records  in  accordance  with  prescribed  methods,  procedures  and  forms; 
dictates  appropriate  opening  report  of  interview,  findings  and  recom- 
mendations . 

8.  Conducts  office,  telephone  and  written  interviews  with  applicants 
and  recipients  of  indigent  aid,  old  age  assistance,  aid  to  needy  and 
partially  supporting  blind,  aid  to  needy  children,  and  totally  disabled 

in  order  to  determine  eligibility  to  receive  assistance  to  which  they 
may  be  eligible;  explains  and  interprets  various  programs  and  services 
rendered;  makes  rapid  analyses  and  decisions  regarding  emergency  situa- 
tions; explores  all  financial  resources  which  might  be  available;  deter- 
mines and  applies  the  pertinent  laws,  ordinances,  and  regulations  con- 
cerning these  types  of  cases;  recommends  type  and  amount  of  assistance  to 
be  rendered;  may  recommend  denial  or  discontinuance  of  aid  to  ineligible 
cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baaaclaureate  degree,  with  major  course  work  in 
social  service. 

Requires  two  years  of  experience  as  a  social  worker  in  a  recognized 
social  service  agency.  One  year  of  graduate  study  in  an  accredited 
graduate  school  of  social  work  may  be  substituted  for  each  -ear  of  the 
required  experience. 

Knowledge,  Abilities  and  ,-kiij,-:   Requires  a  broad  working  knowledge 
of:   the  state  welfare  and  institutions  code  pertaining  to  bid  age 
security,  aid  to  the  blind,  aid  to  needy  disabled,  indigent  aid  and  ajd 
to  needy  children;  the  state  civil  cede  pertaining  to  special  j 
for  children; .the1  principles  and  techniques  of  casework  interviewing  and 
recording. 

Requires  exceptional  skill  and  ability  in:   interviewing  perse 
effectively;  obtaining  facts  and  evaluating  relevant  and  si  - 
information;  determining  eligibility  for  public  assistance  on  the  basis 
oi  established  laws,  rules  and  regulations j  interpreting  and  explaining 
provisions  of  the  public  assistance  programs;  ch<  i  ng  and 

preparing  written  reports  concisely  and  clearl; 

PROMOTIVE  LINES: 

To;   Social  Work  Supervisor 

From:   Social  Worker 


CLASS  TITLE:   SOCIAL  WORK  SUPERVISOR  CODE:   291U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  a  unit  composed  of  senior  social 
workers,  social  workers,  social  worker  trainee  and  auxiliary  personnel  in 
performing  various  aspects  of  public  assistance  programs;  reviews  recommen- 
dations for  public  assistance  and  related  services;  renders  decisions  on 
difficult  individual  case  problems;  confers  with,  instructs  and  trains 
staff  in  order  to  maintain  high  standards  of  performance;  personally 
conducts  important  studies  and  research  and  provides  consultation  on 
individual  cases;  participates  in  program  review  and  development;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  existing  legal  provisions,  policies,  methods  and  procedures 
within  the  unit  supervised;  achieving  major  economies  and/or  preventing 
major  losses  through  enforcing  careful  and  judicious  interpretations  of 
various  legal  provisions,  methods  and  procedures  in  approving,  recommend- 
ing or  authorizing  expenditures  for  assistance;  making  regular  contacts 
with  other  employees,  supervisors,  applicants,  recipients,  their  families, 
other  departments  and  outside  organizations;  important  operational,  fin- 
ancial and  special  case  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  work  of  a  unit  of  professional 
and  clerical  employees;  reviews  determinations  of  eligibility  and  recom- 
mendations for  assistance;  checks  recommended  assistance  budgets  including 
authorization  of  payments,  changes  and  terminations  of  assistance  grants; 
discusses  important  individual  case  problems  and  participates  in  their 
solution;  interprets  applicable  legal  provisions,  rules,  regulations, 
policies  and  procedures. 

2.  Evaluates  effectiveness  of  staff  performance  with  reference  to 
individual  cases;  recommends  or  authorizes  changes  as  deemed  necessary. 

3.  Assists  in  conducting  in-service  training  program  for  staff  mem- 
bers; carries  out  instructional  and  staff  development  activities. 

h.   Plans  and  conducts  staff  meetings,  group  and  individual  confer- 
ences; makes  periodic  evaluation  of  staff  performance  and  takes  or  recom- 
mends appropriate  corrective  actions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
social  service. 

Requires  two  years  of  graduate  study  in  an  accredited  school  of 
social  work  and  one  year  of  experience  at  the  senior  social  worker 
level  in  a  recognized  s  cial  service  agency. 

A  second  year  of  the  required  experience  may  be  substituted  for 
one  year  of  the  required  graduate  study. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  know- 
ledge o7"i  the  provisions  of  the  state  welfare  and  institutions  code 
pertaining  to  old  age  security,  aid  to  the  blind,  aid  to  needy  dis- 
abled, indigent  aid  and  aid  to  needy  children;  the  principles  and 
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and  techniques  of  interviewing  and  recording  social  casework;  the  prin- 
cipal sources  of  information  necessary  for  completing  investigations  of 
applicants  or  recipients  and  the  problems  which  call  for  coordination 
with  other  public ,   private  and  community  agencies  and  resources. 

Requires  supervisory  skill  and  ability  to:   review,  check,  approve 
and  authorize  eligibility  and  financial  assistance  on  the  basis  of  es- 
tablished laws,  rules  and  regulations;  check  and  review  case  records  and 
related  reports  as  well  as  reports  of  special  investigations  and  research 
on  assigned  problems. 

PROMOTIVE  LINES: 

To:  Social  Welfare  Division  Supervisor 

From:   Senior  Social  Worker 


CLASS  TITLE:   MEDICAL  SOCIAL  WORKER  CODE:   2920 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  investigates  requests  for  medical  assis- 
tance in  accordance  with  well  defined,  established  legal  provisions, 
policies  and  procedures  in  order  to  determine  the  eligibility  and  needs 
of  applicants  and  recipients  under  the  medical  care  program;  assists 
members  of  the  medical  profession  in  evaluating  the  environmental,  emo- 
tional and  psychological  implications  of  illness;  assists  recipients 
and  families  in  adjusting  to  hospitalization;  maintains  various  related 
case  records;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  estab- 
lished methods  and  procedures  for  medical  care  to  applicants,  recipients 
and  others;  achieving  economies  and/or  preventing  losses  through  careful 
and  judicious  interpretations  of  various  medical  care  provisions, 
methods  and  procedures  and  in  recommending  assistance;  making  regular 
contacts  with  applicants,  recipients,  their  families  and  others  con- 
cerned, also  with  employees,  other  departments  and  outside  organizations; 
gathering,  compiling  and  reviewing  important  detailed  medical,  financial, 
personal  and  confidential  information. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  requests  for  medical  care;  confers  with  medical  consul- 
tants and  advisors  on  medical  problems;  explains  legal  provisions,  rules, 
regulations  and  services  available. 

2.  Makes  investigations  of  individual  cases  of  applicants  or  re- 
cipients in  order  to  determine  eligibility;  visits  hospitals;  confers 
with  physicians,  dentists,  other  medical  practitioners,  visiting  nurses, 
physical  therapists  and  other  auxiliary  personnel  to  obtain  all  perti- 
nent information;  dictates  medical  summaries  and  referral  statements. 

3.  Confers  with  medical  vendors  about  prosthesis  and  appliances; 
reviews  treatment  authorization  requests  by  medical  consultants;  main- 
tains related  records  of  authorizations  for  medical  needs  and  appli- 
ances. 

U.   At  hospital,  reviews  admission  sheets  of  new  patients  to  check 
identification  and  eligibility  for  admission  and  medical  care;  discusses 
each  case  with  physician  to  ascertain  availability  and  extent  of 
patient ;s  resources  for  private  care;  arranges  for  patient's  transfer, 
when  indicated. 

5.  Interviews  patients  and/or  families  as  to  legal  residence, 
income,  financial  resources  and  health  insurance;  evaluates  medical 
needs  in  relation  to  patient's  and  family's  financial  ability;  obtains 
necessary  signatures  to  establish  eligibility  on  appropriate  forms  and 
documents. 

6.  Renders  emergency  assistance,  as  needed,  and  arranges  for 
emergency  care  for  children,  as  necessary. 
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7.  Confers  with  patients  at  time  of  their  discharge  from  hospital; 
advises  on  community  facilities  available  and  assists  in  obtaining  such 
facilities;  discusses  alternative  plans  and  assists  in  arriving  at  de- 
cisions; confers  with  family  as  to  patient's  social,  emotional  and 
medical  needs;  arranges  for  follow-up  care;  contacts  nursing  homes  and 
institutions  to  arrange  for  medical  care  where  practicable. 

8.  Prepares  and  maintains  individual  case  records  in  current  status; 
dictates  periodic  summaries  and  related  correspondence;  prepares  related 
work  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience •  Requires  completion  of  two  years  of  grad- 
uate training  in  an  accredited  school  of  social  work.  Two  years  of  case- 
work experience  as  a  medical  social  worker  may  be  substituted  for  the 
second  year  of  graduate  study a 

Knowledge,  Abilities  and  Skills:  Requires  a  wide  knowledge  of  the 
theory,  principles  and  techniques  of  medical  welfare  work,  including 
related  trends,  standards  and  medical  terminology;  the  social,  emotional, 
behavioral  and  economic  implications  of  illness,  disease,  incapacitation 
and  disfigurement;  modern  hospital  organization,  functions  and  activities 
and  the  legal  provisions,  rules  and  regulations  with  regard  to  medical 
care  programs. 

Requires  skill  and  ability  to  apply  social  work  principles  and  con- 
cepts and  obtain  accurate  medical,  social  and  personal  data;  use  com- 
munity resources  in  connection  with  the  medical  care  program;  establish 
and  maintain  effective  professional  relationships  and  prepare  clear  and 
concise  related  summary  reports. 

PROMOTIVE  LINES: 

lo:  Senior  Medical  Social  Worker 

From:  Social  Service  Worker  Trainee 
Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  MEDICAL  SOCIAL  WORKER  CODE:   2922 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  may  supervise  several  medical  social  workers 
and/or  personally  performs  the  more  difficult  medical  social  work; 
assigns  and  directs  the  work  of  interviewing  and  investigation  appli- 
cants and  recipients;  reviews  cases  processed  by  staff  workers;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  legal  provisions,  policies,  methods  and  procedures  for 
medical  care  and  assistance;  achieving  considerable  economies  and/or 
preventing  considerable  losses  through  careful  and  judicious  inter- 
pretations of  various  legal  provisions,  methods  and  procedures  in  ap- 
proving and  recommending  assistance;  making  regular  contacts  with  em- 
ployees, supervisors,  applicants,  recipients,  their  families,  other 
departments,  community  organizations  and  others  concerned;  gathering 
and  checking  detailed  medical,  financial,  personal  and  confidential 
case  information. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  several  medical  social  workers  and  auxiliary  per- 
sonnel; plans  and  develops  medical  social  services  and  assigns  staff  to 
best  advantage;  personally  participates  in  handling  the  special  and 
more  difficult  cases;  reviews  casework  and  related  records  of  indi- 
vidual workers;  makes  corrections  and  adjustments  and  amendments  where 
indicated. 

2.  Consults  with  medical  advisers  and  consultants  on  various 
medical  problems  and  referrals;  interprets  medical  resources  available 
to  the  medical,  dental,  chiropractic,  chiropody,  physical  therapy, 
nursing  and  clinical  personnel  relative  to  policies  and  procedures  for 
treatment  and  care. 

3.  Interprets  medical  policies  and  procedures  to  social  workers 
and  medical  vendors;  conducts  interviews  with  social  workers  relative 
to  medical  care  and  treatment  of  individual  cases. 

U.   Determines  and  utilizes  community  resources  to  benefit  medical 
care  patients;  supervises  planning  of  convalescent  care  of  patients  upon 
discharge. 

5.  Supervises  and  participates  in  the  preparation  and  maintenance 
of  individual  case  records  in  current  status;  prepares  or  supervises  the 
preparation  of  periodic  performance  reports  and  related  statistics. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of 
graduate  training  in  an  accredited  school  of  social  work  and  one  year 
of  casework  experience  in  the  field  of  medical  social  work.   Two  additional 
years  of  experience  may  be  substituted  for  the  second  year  of  graduate  study. 

nowledge,  Abilities  and  Skills:  Requires  a  wide  knowledge  of: 
the  theory,  principles  and  techniques  of  medical  social  work,  Including 
related  trends,  standards  and  medical  terminology;  the  social,  emotional, 
behavioral  and  economic  implications  of  illness,  disease,  incapacitation 
and  disfigurement;  modern  hospital  organization,  functions  and  activities 
and  the  legal  provisions,  rules  and  regulations  with  regard  to  medical 
care  Droprams. 


CLASS  TITLE:   SENIOR  MEDICAL  SOCIAL  WORKER  (continued)      CODE:   2?22 

Requires  considerable  skill  and  ability  to:   apply  social  work 
principles  and  concepts; obtain  accurate  social  and  personal  data;  use 
community  resources  in  connection  with  the  medical  care  program; 
establish  and  maintain  effective  professional  case  work  relationships; 
maintain  and  prepare  clear  and  concise  related  summary  reports. 

PROMOTIVE  LIMES: 

To:  Medical  Social  Work  Supervisor 

From:  Medical  Social  Worker 


CLASS  TITLE:   MEDICAL  SOCIAL  WORK  SUPERVISOR  CODE:   292U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  a  unit  composed  of  senior 
medical  social  workers,  medical  social  workers  and  auxiliary  personnel 
in  performing  various  aspects  of  the  medical  care  and  assistance  programs; 
reviews  recommendations  made  for  medical  assistance  and  related  services; 
renders  decisions  on  special  and  difficult  individual  cases:  confers  with, 
instructs  and  trains  staff  workers  in  order  to  maintain  high  standards 
of  medical  care  and  assistance;  personally  conducts  various  studies  and 
research  pertaining  to  medical  care  and  assistance  programs;  participates 
in  review  and  improvement  of  existing  programs;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  developing,  coordinating  and  executing 
legal  provisions,  policies,  methods  and  procedures  pertaining  to  medical 
care  and  assistance  programs  within  the  unit  supervised;  achieving  major 
economies  and/or  preventing  major  losses  through  enforcing  careful  and 
judicious  interpretations  of  various  legal  provisions,  methods  and 
procedures  and  in  approving,  recommending  or  authorizing  expenditures 
for  medical  care  and  assistance;  making  regular  contacts  with  other 
employees,  supervisors,  physicians,  applicants,  recipients,  their  families, 
other  departments,  and  outside  organizations ; important  operating  financial, 
medical,  and  special  case  records. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  case  workload  to  medical  social  workers  and  auxiliary 
personnel;  confers  with  individual  staff  members  on  specific  duties; 
reviews  important  and  difficult  cases  to  check  eligibility;  reviews 
other  cases  for  specific  reasons;  gives  advice  and  makes  administrative 
decisions. 

2.  Coordinates  hospital  ward  social  work  program;  personally 
participates  in  certain  phases  of  casework  and  medical  service  programs; 
acts  as  liaison  between  medical  social  service  staff  and  various  hospital 
departments  and  personnel  and  other  social  agencies,  as  required. 

3.  Performs  the  duties  of  the  director  of  institutional  admissions 
during  his  absences;  shares  specific  administrative  duties;  attends  ad- 
ministrative meetings  as  division  representative. 

U.   Acts  as  medical  social  service  consultant  for  the  hospital; 
directs  correspondence  and  inquires  to  state  social  welfare  and  legal 
agencies  for  clarification  and  interpretation  of  provisions  of  the 
medical  care  and  services  programs,  especially  as  applicable  to  hospital 
patients. 

5.  Exercises  major  responsibility  for  the  administration  and  super- 
vision of  medical  social  services  in  conjunction  with  the  chest  disease 
division;  assigns  work  to  staff  members;  reviews  cases  for  eligibility. 

6.  Participates  in  dissemination  of  general  information  concerning 
medical  care  programs  in  order  to  maintain  and  improve  public  understanding 
and  public  relations;  screens  community  requests  for  services  and  compiles 
related  statistics  and  prepares  reports. 


CLASS  TITLE:  MEDICAL  SOCIAL  WORK  SUPERVISOR  (continued)    CODE:  292k 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  graduate 
training  in  an  accredited  school  of  social  work  and  three  years  of  case 
work  experience  in  medical  social  service  work. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of  the  theory,  principles  and  techniques  of  medical  social  work 
including  related  trends,  standards  and  medical  terminology;  social, 
emotional  behavioral  and  economic  implications  of  illness,  disease, 
incapacitation  and  disfigurement;  modern  hospital  organization,  functions 
and  activities;  legal  provisions,  rules  and  regulations  with  regard  to 
medical  care  programs. 

Requires  exceptional  skill  and  ability  to:   supervise  the  application 
of  social  work  principles  and  concepts;  obtain  accurate  medical,  social 
and  personal  data;  use  community  resources  in  connection  with  the  medical 
care  program;  establish  and  maintain  effective  professional  relationships 
with  the  staff,  outside  organizations  and  the  general  public. 

PROMOTIVE  LINES: 

To:  Social  Welfare  Division  Supervisor 

From:  Senior  Medical  Social  Worker 
Medical  Social  Worker 


CLASS  TITLE:   PSYCHIATRIC  SOCIAL  WORKER  CODE:   2930 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  makes  investigations  to  determine  the 
eligibility  of  applicants  for  psychiatric  care  and  services;  evaluates 
information  gained  through  interviews  and  collateral  sources;  makes 
determinations  on  one  of  several  alternative  procedures;  completes 
appropriate  forms  and  documents  relating  to  intake  procedures;  makes 
pertinent  determinations  and  recommendations;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  estab- 
lished methods  and  procedures  to  applicants,  recipients  and  others; 
achieving  economies  and/or  preventing  losses  through  careful  and  judi- 
cious interpretations  of  various  legal  provisions,  methods  and  procedures 
in  recommending  assistance;  making  regular  contacts  with  applicants, 
recipients,  their  families  and  others  concerned,  also  with  employees, 
other  departments  and  outside  organizations;  gathering,  compiling  and 
reviewing  important  detailed  psychiatric  financial,  personal  and  confi- 
dential information.   Nature  of  duties  involves  occasional  exposure  to 
accident  hazards  and  disagreeable  elements  in  dealing  with  mentally  ill 
and  emotionally  disturbed  persons. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  applicants,  recipients,  parents  and  others  con- 
cerned for  the  purpose  of  securing  information  to  determine  eligibility 
for  psychiatric  care  and  services;  evaluates  material  obtained  through 
interviews  and  from  other  sources,  including  information  given  directly, 
together  with  such  factors  as  appearance  and  manner,  attitude  of  parents, 
relatives  and  others  toward  the  applicant  and  his  problems. 

2.  On  basis  of  interviews  and  analyses,  decides  upon  one  of  several 
alternative  dispositions  such  as  emergency  therapy,  referral  to  other 
staff  members  for  further  study,  referral  to  appropriate  community  re- 
sources or  assistance  on  a  temporary  basis;  completes  appropriate  forms 
and  documents  relating  to  the  intake  processes. 

3.  Conducts  interviews  with  parents  and  children  to  obtain  supple- 
mentary information;  makes  tentative  diagnosis  to  determine  need  for 
testing  to  supplement  the  diagnosis;  decides  on  one  of  several  alter- 
native dispositions. 

U.   Confers  with  referring  agency  or  other  interested  organizations 
and  persons  including  schools,  public  health  nurses  and  doctors  and 
with  supervisor  or  other  psychiatrists  on  medical  and  psychiatric  ques- 
tions relating  to  evaluation  of  the  patient;  prepares  related  case  re- 
ports, including  all  pertinent  material. 

5.   Subsequently  follows-up  on  individual  patient  therapy;  estab- 
lishes positive  relationship;  assists  patient  with  explanation  of 
diagnosis  and  causes  of  difficulties;  confers  with  consulting  psychia- 
trists on  treatment;  prepares  therapy  notes  on  each  case  and  incorporates 
in  case  records. 


CLASS  TITLE:   PSYCHIATRIC  SOCIAL  WORKER  (continued)         CODE:   2930 

6.   Maintains  records  of  all  activities  relating  to  patients'  care; 
prepares  clinical  statistics  and  compiles  periodic  reports;  participates 
in  periodic  staff  meetings;  confers  with  supervisor  on  formulation  of 
policies  and  procedures;  attends  conferences  with  other  clinics  and 
agencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  two  years  of  graduate 
training  in  an  accredited  school  of  social  work.   Two  years  casework 
experience  in  psychiatric  social  work  may  be  substituted  for  the  second 
year  of  graduate  study. 

Knowledge,  Abilities  and  Skills:  Requires  broad  knowledge  and 
ability  to: solve  problems  inherent  in  the  duties  and  responsibilities 
of  psychiatric  welfare  work;  plan  appropriate  courses  of  action  as  a 
result  of  analysis  and  evaluation  of  data  and  other  significant  factors. 

Requires  skill  and  ability  to:  effect  cooperative  and  effective 
contacts  with  associate  staff  employees  and  others;  deal  effectively 
with  patients  in  the  adjustment  of  problem  situations. 

PROMOTIVE  LINES: 

To:  Senior  Psychiatric  Social  Worker 
Psychiatric  Social  Work  Supervisor 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  PSYCHIATRIC  SOCIAL  WORKER  CODE:   2932 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  may  supervise  several  psychiatric  social  workers 
and  personally  performs  the  more  difficult  psychiatric  case  work; 
assigns  and  directs  work  of  interviewing  and  investigating  applicants, 
patients,  and  others  concerned;  reviews  psychiatric  welfare  cases 
processed  by  other  workers;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  legal  provisions,  policies,  methods  and  procedures  in 
connection  with  psychiatric  welfare  work;  achieving  considerable  econo- 
mies and/or  preventing  considerable  losses  through  enforcing  careful  and 
judicious  interpretations  of  various  legal  provisions,  methods  and  pro- 
cedures in  approving  and  recommending  assistance;  making  regular  contacts 
with  employees,  supervisors,  applicants,  recipients,  their  families, 
other  departments, community  organizations  and  others  concerned;  gather- 
ing and  checking  detailed  psychiatric,  financial,  personal  and  confidential 
information.  Nature  of  duties  involves  normal  physical  effort  and  manual 
dexterity  with  occasional  accident  and  injury  hazards  and  exposure  to 
disagreeable  elements  when  dealing  with  mentally  ill  or  emotionally  dis- 
turbed persons. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  several  psychiatric  social  workers  and  auxiliary 
personnel  and  personally  participates  in  interviewing  and  diagnosing  the 
more  difficult  individual  cases. 

2.  Supervises  the  determining  of  eligibility  of  applicants  for 
psychiatric  services;  ascertains  several  factors,  such  as  reasons  for 
referral,  attitude  toward  personal  problems  and  demonstrated  desire  for 
assistance;  obtains  history  of  a_:l: cants'  growth  and  development  in 
order  to  arrive  at  an  understanding  of  behavioral  characteristics; 
obtains  such  pertinent  information  as  parental  background,  relationship 
between  parents  and  other  members  in  the  family  group. 

3.  Evaluates  material  obtained  as  a  result  of  interviews  and 
analyses;  decides  on  disposition  of  each  case,  including  referral  to 
other  staff  members  for  further  study  and  recommendations  or  referral 
to  some  appropriate  community  agency;  completes  appropriate  forms  and 
documents  relating  to  the  intake  processes. 

k.      Treats  individual  patients  on  a  regular  recurrent  basis  by 
applying  difficult  and  intensive  casework  techniques  in  order  to  reduce 
mental  and  emotion?!  illness;  observes  patient's  condition  and  reactions 
especially  in  suicidal  and  homocidal  cases;  determines  degree  of  danger 
presented  to  patient  and  others. 

5.   Counsels  with  especially  disturbed  and  difficult  patients 
concerning  emotional,  economic  and  personal  matters  and  crises,  to 
assist  in  reestablishing  self-control  and  responsibility;  arranges  for 
commitment  to  hospital  or  other  community  agency  or  resource,  based  on 
appraisal  of  patient's  needs. 


CLASS  TITLE:   SENIOR  PSYCHIATRIC  SOCIAL  WORKER  CODE:   2932 

(continued) 

6»  Conducts  group  psychotherapy  in  regularly  scheduled  group 
interviews  in  connection  with  administering  direct  treatment  to  patients; 
observes,  evaluates  and  analyzes  emotional  and  behavioral  changes; 
determines  treatment  goals  at  successive  intervals  during  treatment 
process. 

7.  Records  basic  data  pertaining  to  study  and/or  treatment  of 
patients  on  appropriate  forms,  charts  and  case  histories;  prepares 
written  case  summaries  for  purposes  of  coordinating  medical  and  case- 
work services  in  the  best  interests  of  the  patient  and  his  family. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of 
graduate  training  in  an  accredited  school  of  social  work  and  one  year 
of  casework  experience  in  the  field  of  psychiatric  social  work.   Two 
additional  years  of  experience  may  be  substituted  for  the  second  year  of 
graduate  study. 

Knowledge,  Abilities  and  Skills:  Requires  a  broad  working  knowledge 
and  ability  to:   solve  problems  inherent  in  the  duties  and  responsibili- 
ties of  psychiatric  welfare  work;  plan  and  direct  appropriate  courses  of 
action  as  a  result  of  analyses  and  evaluation  of  data  and  other  signifi- 
cant factors;  achieve  cooperative  and  effective  contacts  with  staff 
members  and  emotionally  distrubed  patients  in  the  adjustment  of  problem 
situations;  work  closely  with  and  direct  several  professional  and 
auxiliary  employees. 

PROMOTIVE  LINES: 

To:  Psychiatric  Social  Work  Supervisor 

From:   Psychiatric  Social  Worker 


CLASS  TITLE:  PSYCHIATRIC  SOCIAL  WORK  SUPERVISOR  CODE:   293U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  a  unit  composed  of  senior  psy- 
chiatric social  workers,  psychiatric  social  workers  and  other  auxiliary 
personnel  in  performing  various  aspects  of  psychiatric  social  work  pro- 
grams; reviews  recommendations  made  for  psychiatric  treatment  and  re- 
lated services;  renders  decisions  on  difficult  individual  case  problems; 
confers  with  and  instructs  and  trains  staff  workers  in  order  to  maintain 
high  standards  of  performance;  personally  conducts  important  psychiatric 
studies  and  research  and  prescribes  services  for  difficult  and  selected 
cases;  participates  in  program  review  and  development;  and  performs  re- 
lated duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  existing  legal  provisions,  policies,  methods  and  procedures 
pertaining  to  psychiatric  welfare  work  within  the  unit  supervised; 
achieving  major  economies  and/or  preventing  major  losses  through  enforc- 
ing careful  and  judicious  interpretations  of  various  legal  provisions, 
methods  and  procedures  in  approving,  recommending  or  authorizing  expend- 
itures for  psychiatric  care  and  assistance;  making  regular  contacts  with 
other  employees,  supervisors,  physicians,  psychiatrists,  applicants,  pa- 
tients, their  families,  other  departments  and  outside  organizations  in 
special  and  difficult  cases;  important  operational,  psychiatric,  medical, 
financial  and  special  case  records.  Nature  of  duties  requires  occasional 
exposure  to  accident  and  injury  hazards  and  disagreeable  elements  when 
personally  dealing  with  emotionally  disturbed  and  mentally  ill  persons. 

EXAMPLES  OF  DUTIES: 

1.  Directs  work  of  a  psychiatric  social  work  unit  engaged  in  the 
diagnosis  and  treatment  of  mentally  ill  and  emotionally  disturbed  per- 
sons; analyzes  complex  situational  problems;  makes  interpretations  to 
staff  members  on  basis  of  appraisal  of  matters  of  a  specialized  nature. 

2.  Meets  and  confers  with  policy-determining  committee  to  report 
on  activities  of  psychiatric  social  work  unit;  makes  recommendations  for 
improvement  of  patient  services. 

3.  Conducts  meetings  with  psychiatric  social  workers  to  interpret 
new  policies  and  procedures;  discusses  information  regarding  trends, 
problems,  results  and  individual  recommendations  in  order  to  implement, 
expedite  and  improve  services  to  patients. 

u.   Confers  with  representatives  of  other  staff  units  to  coordinate 
and  implement  psychiatric  services;  prepares  schedules;  initiates  new  or 
revised  forms;  refers  patients  to  therapists  for  individual  or  group  psy- 
cho-therapy. 

5.  Acts  in  a  consultant  capacity  to  psychiatric  social  workers  re- 
garding development  of  work  programs  and  personnel  relationships;  gives 
leadership  and  guidance  where  indicated. 

6.  Personally  participates  in  interviewing  persons  applying  for 
psychiatric  treatment  to  determine  eligibility  for  services;  assesses 
eligibility  and  arranges  appointments  for  intake  interviews  and/or  re- 
fers applicants  to  other  appropriate  community  agencies. 


CLASS  TITLE:   PSYCHIATRIC  SOCIAL  WORK  SUPERVISOR  CODE:  293k 

(continued) 

7.  Interviews  patients  who  have  received  previous  clinic  treatment; 
and  are  reapplying  for  further  services;  assesses  patients1  motivation 
for  treatment  and  the  psychiatric  unit's  ability  to  provide  needed  ser- 
vices; prepares  cases  for  assignment  to  regular  staff. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  grad- 
uate training  in  an  accredited  school  of  social  work  and  three  years  of 
casework  experience  in  psychiatric  social  work. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working  know- 
ledge of  the  duties  and  responsibilities  of  psychiatric  social  work  and 
the  qualities  and  depth  of  judgment  necessary  to  plan  and  direct  appro- 
priate courses  of  action  as  a  result  of  analyses  and  evaluation  of  psy- 
chiatric data  and  other  significant  factors. 

Requires  supervisory  skill  and  ability  to:  achieve  cooperative  and 
effective  working  relationships  with  associated  staff  members  and  others; 
professional  skill  and  ability  to  deal  effectively  with  emotionally  and 
mentally  disturbed  persons  in  the  adjustment  of  problem  situations. 

PROMOTIVE  LINES: 

To:  Social  Welfare  Division  Supervisor 

From:  Senior  Psychiatric  Social  Worker 
Psychiatric  Social  Worker 


CLASS  TITLE:   CHILD  WELFARE  WORKER  CODE:   29^0 

CHARACTERISTICS  OF  THE  CLASS : 

Under  general  supervision,  investigates  requests  for  assistance  in 
accordance  with  well  defined  and  established  legal  provisions,  policies 
and  procedures  in  order  to  determine  need  for  services  to  children  in 
their  own  homes,  foster  homes  or  adoptive  homes;  counsels  with  parents 
regarding  planning  and  care  for  children;  determines  eligibility  and 
makes  recommendations  for  grants  of  aid;  maintains  various  case  records; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  established 
methods  and  procedures  in  connection  with  various  aid  to  needy  children 
programs;  achieving  economies  and/or  preventing  losses  through  careful 
and  judicious  interpretations  of  legal  provisions,  methods  and  procedures 
in  recommending  child  care  assistance;  making  regular  contacts  with  fami- 
lies, children,  relatives  and  others  concerned;  gathering,  compiling  and 
reviewing  detailed,  financial,  personal  and  confidential  information. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  studies,  inspections  and  investigations  in  connection 
with  cases  involving  aid  to  needy  children  including  adoptions,  boarding 
homes, foster  homes  or  institutional  placement;  counsels  with  parents 
regarding  planning  and  care  for  children;  determines  eligibility  for 
public  assistance;  prepares  program  and  budget  for  assistance;  prepares 
required  records  and  reports. 

2.  Periodically  reviews  casework  services  and  assists  parents, 
children  and  youth  in  making  use  of  opportunities  for  normal  growth  and 
development  through  utilization  of  appropriate  agencies  and  community 
resources. 

3.  Receives  and  processes  applications  from  prospective  foster  or 
adoptive  parents,  unmarried  mothers  needing  help  in  planning  for  them- 
selves and  their  children,  parents  and  other  responsible  individuals  and 
agencies  regarding  need  for  help  in  their  homes  or  for  placement  of 
children  in  foster  or  adoptive  homes. 

h.     Studies  and  selects  foster  or  adoptive  homes ;places  children  in 
foster  homes,  adoptive  homes  or  institutions;  supervises  children  in  tem- 
porary or  permanent  foster  care;  assists  foster  and  adopted  parents  and 
institution  staff  in  meeting  needs  of  children. 

5.  Assists  natural  parents  in  temporary  placement  of  children  and 
in  planning  for  their  return  to  their  own  homes,  whenever  possible. 

6.  Provides  information  to  courts  in  cases  needing  judicial  deter- 
minations, including  licensing,  custody  or  adoption  actions;  cooperates 
and  assists  in  community  planning  and  services  to  needy  children,  inter- 
prets available  community  services. 

7.  Studies  and  evaluates  case  records  of  child  care  assistance  to 
determine  conformance  with  established  legal  provisions,  policies,  pro- 
cedures, interpretations  and  instructions  and  to  determine  further 
courses  of  action,  as  may  be  necessary;  dictates  conclusions  and  evalua- 
tion of  problems  for  inclusion  in  case  records,  including  necessary 
related  correspondence:  discusses  cases  with  supervisor. 


CLASS  TITLE:   CHILD  WELFARE  WORKER  (continued)  CODE:   29^0 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  grad- 
uate training  in  an  accredited  school  of  social  work.   Two  years  of  case- 
work experience  in  the  field  of  child  or  family  welfare  may  be  substituted 
for  the  second  year  of  graduate  study. 

Knowledge,  Abilities  and  Skills:  Requires  a  wide  knowledge  of: 
individual  and  group  behavior  with  emphasis  on  normal  growth  and  develop- 
ment of  children,  family  relationships  and  the  effects  of  separations  on 
children  and  parents;  socio-economic  factors  which  promote  stable  family 
life  and  elements  which  effect  family  security;  legislation  effecting 
child  welfare  and  public  and  private  health  and  welfare  agencies  and  pro- 
grams. 

Requires  skill  and  ability  to:   conduct  child  welfare  research  and 
actively  participate  in  child  welfare  programs;  utilize  appropriate  sources 
available  within  the  agency  as  well  as  in  private  and  community  agencies; 
prepare  clear  and  concise  related  summary  reports. 

PROMOTIVE  LINES: 

To:   Senior  Child  Welfare  Worker 

From:   Social  Worker 

Original  entrance  examination 


CLASS  TITLE:   SENIOR  CHILD  WELFARE  WORKER  CODE:   29u2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  may  supervise  several  child  welfare  workers; 
assigns  and  directs  the  work  of  interviewing  and  investigating  appli- 
cants, recipients  and  their  families;  reviews  child  welfare  cases 
processed  by  other  workers;  personally  participates  in  the  more 
difficult  child  welfare  cases;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  legal  provisions,  policies,  methods  and  procedures  for 
aid  to  needy  children  programs;  achieving  considerable  economies  and/or 
preventing  considerable  losses  through  enforcing  careful  and  judicious 
interpretations  of  various  legal  provisions,  methods  and  procedures  in 
approving  and  recommending  assistance;  making  regular  contacts  with 
other  employees,  supervisors,  applicants,  recipients,  their  families, 
other  departments,  outside  organizations  and  others  concerned;  gathering 
and  checking  detailed  financial,  personal  and  confidential  case  infor- 
mation. 

EXAMPLES  OF  DUTIES: 

1.  May  direct  several  child  welfare  workers  and  personally  performs 
more  difficult  child  welfare  duties  requiring  a  high  degree  of  ability 
and  competence. 

2.  Assists  parents,  children  and  youth  in  making  use  of  opportuni- 
ties for  normal  growth  and  development  by  rendering  child  welfare  ser- 
vices and  by  utilizing  appropriate  available  agencies  and  community 
resources. 

3.  Takes  and  processes  applications  from  prospective  foster  or 
adoptive  parents,  unmarried  mothers  needing  help  for  themselves  and  their 
children,  parents  and  other  responsible  relatives  and  private  welfare 
agencies  for  help  in  their  own  homes,  or  for  placement  of  children  in 
foster  or  adoptive  homes. 

U.  Recruits,  studies,  licenses  and  selects  foster  and  adoptive  homes. 

5.  Places  children  in  foster  homes,  institutions  and  adoptive  homes; 
supervises  children  in  temporary  or  permanent  foster  care. 

6.  Assists  foster  and  adoptive  parents  and  institution  staff  in 
meeting  needs  of  children;  assists  natural  parents  in  temporary  placement 
of  children,  and/or  return  of  children  to  their  own  homes,  whenever  pos- 
sible. 

7.  Provides  necessary  information  to  courts  in  situations  needing 
judicial  determinations. 

8.  Participates  in  community  planning  and  identifying  influences 
harmful  to  children;  assists  interpreting  available  services  and  develop- 
ing needed  services  for  the  care  and  protection  of  children. 

9.  Directs  and  participates  in  the  preparation  and  maintenance  of 
related  individual  case  records,  statistical  and  other  reports  of  child 
welfare  services. 


GLASS  TITLE:   SENIOR  CHILD  WELFARE  WORKER  (continued)       CODE:   2S>2|2 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  grad- 
uate training  in  an  accredited  school  of  social  work  and  one  year  of 
case-work  experience  in  the  field  of  family  or  child  welfare.  Two  addi- 
tional years  of  experience  may  be  substituted  for  the  second  year  of 
graduate  study. 

Knowledge,  Abilities  and  Skills:  Requires  a  wide  knowledge  of: 
individual  and  group  behavior  with  emphasis  on  normal  growth  and  devel- 
opment of  children,  family  relationships  and  the  effects  of  separation 
on  children  and  parents;  socio-economic  factors  which  promote  stable 
family  life  and  understanding  of  elements  which  effect  family  security; 
legislation  effecting  child  welfare  and  public  and  private  health  and 
welfare  agencies  and  organizations. 

Requires  considerable  skill  and  ability  to:   conduct  child  welfare 
research  and  actively  participate  in  child  welfare  programs;  utilize 
appropriate  sources  available  in  public  as  well  as  private  and  community 
agencies  in  rendering  services  to  children  and  parents;  prepare  oral  and 
written  reports  concisely  and  clearly;  interview  persons  effectively; 
analyze  situations  accurately  and  adopt  effective  courses  of  action. 

PROMOTIVE  LINES: 

To:   Child  Welfare  Supervisor 

From:   Child  Welfare  Worker 


CLASS  TITLE:   CHILD  WELFARE  SUPERVISOR  CODE:   29hii 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  a  unit  composed  of  senior  child 
welfare  workers,  child  welfare  workers  and  auxiliary  personnel;  reviews 
recommendations  made  for  child  welfare  assistance  and  related  services; 
renders  decisions  on  difficult  individual  child  welfare  case  problems; 
confers  with,  instructs  and  trains  staff  workers  in  order  to  maintain 
high  standards  of  performance;  personally  conducts  important  studies  and 
research;  participates  in  child  welfare  program  development;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  existing  legal  provisions,  child  welfare  policies,  methods  and 
procedures  within  the  unit  supervised;  achieving  major  economies  and/or 
preventing  major  losses  through  enforcing  careful  and  judicious  inter- 
pretations of  various  legal  provisions,  methods  and  procedures  in 
approving,  recommending  or  authorizing  expenditures  for  aid  to  needy 
children;  making  regular  contacts  with  other  employees,  supervisors, 
applicants,  recipients,  their  families,  other  departments  and  outside 
organizations  in  difficult  and  special  cases;  important  operational, 
financial  and  child  welfare  case  records. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  plans,  assigns  and  reviews  the  work  of  a  group  of 
child  welfare  workers;  establishes  and  maintains  acceptable  standards 
of  social  work  practices  in  the  fields  of  adoption,  boarding  homes, 
licensing,  foster  homes  or  institutional  placement  of  children,  in- 
cluding counseling  of  parents;  supervises  the  staff  in  determining 
eligibility  for  public  assistance  and  personally  participates  in  the 
more  difficult  and  special  cases. 

2.  Assists  in  training  and  development  of  staff  personnel;  conducts 
periodic  meetings  for  instruction  purposes;  interprets  policies,  pro- 
cedures and  services  as  they  may  relate  to  individual  cases. 

3.  Reviews  restorations,  renewals  and  continuing  eligibility 
cases  for  aid  to  needy  children;  reads  case  records  to  determine  that 
authorized  services  have  been  given  to  clients  based  on  correct 
eligibility  investigation;  reviews  case  budgets  and  all  other  related 
forms,  documents  and  correspondence  for  accuracy  and  compliance; 
confers  with  outside  agencies  who  may  be  concerned  with  the  same  cases. 

h.   Periodically  confers  with  superior  to  review  plans  and 
objectives  of  the  child  welfare  unit;  reviews  important  and  special 
case  situations;  discusses  over-all  administrative  policies  and 
procedures;  attends  conferences  with  other  agencies  for  consideration 
of  child  welfare  case  work  or  other  matters. 

5.  Interprets  program  to  general  public;  gives  information  by 
telephone,  personal  interview,  group  meetings  or  correspondence  on 
general  and  specific  questions  from  adoptive  families,  physicians, 
attorneys,  clergy  or  other  social  welfare  agencies;  participates  in 
conferences  with  foster  home  workers  and  advisers,   other  social 
agencies  and  professional  advisers,  including  physicians,  psycholo- 
gists, psychiatrists,  attorneys  and  others. 


CLASS  TITLE:  CHILD  WELFARE  SUPERVISOR  (continued)  CODE:   29UU 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience :  Requires  completion  of  two  years  of 
graduate  training  in  an  accredited  school  of  social  work  and  three 
years  of  casework  experience  in  the  field  of  family  or  child  welfare. 
Two  years  of  casework  experience  involving  responsibility  at  the  senior 
child  welfare  worker  level  may  be  substituted  for  the  second  year  of 
graduate  study. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of:   child  welfare  and  general  social  welfare  legislation, 
including  the  rights  and  obligations  of  parents;,  public  and  private 
health  and  welfare  facilities  and  programs  and  the  specific  community 
organizations  involved;  principles  and  methods  of  child  welfare  casework 
supervision,  evaluation  of  individual  employee  and  unit  performance  and 
staff  development. 

Requires  supervisory  skill  and  ability  to:  analyze  a  wide  variety 
of  aid  to  needy  children  situations;  deal  effectively  with  parents, 
relatives,  private  agencies  and  others  concerned;  develop  an  efficient 
casework  staff. 

PROMOTIVE  LINES: 

To:   Social  Welfare  Division  Supervisor 

From:  Senior  Child  Welfare  Worker 
Child  Welfare  Worker 


CLASS  TITLE:   SOCIAL  WELFARE  DIVISION  SUPERVISOR  CODE:   2950 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  administrative  direction,  organizes  and  directs  the 
activities  of  large  units  and  staffs  of  professional  and  auxiliary  per- 
sonnel in  administering  public  assistance  programs  and  services  to  needy 
children  and  families,  medical  aid,  psychiatric  treatment,  general  relief 
and  related  services;  makes  and/or  recommends  important  decisions  on 
difficult  case  problems;  assumes  responsibility  for  in-service  training 
of  staff  personnel  in  order  to  maintain  high  standards  of  social  service 
work;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  originating,  developing,  coordi- 
nating and  executing  policies  and  methods  affecting  all  units  of  the  areas 
supervised;  achieving  wide-spread  major  economies  and/or  preventing  wide- 
spread major  losses  through  efficient  management  of  the  various  organiza- 
tion units  supervised,  including  control  of  related  expenditures  within 
budgetary  appropriations;  making  regular  contacts  involving  meeting  and 
dealing  with  persons  of  substantially  high  rank  on  specialized  social 
welfare  matters;  directing  the  preparation,  review,  approval  and 
maintenance  of  all  case  records,  reports  and  related  files. 

EXAMPLES  OF  DUTIES:-- - 

1.  Plans,  organizes,  directs  and  coordinates  the  social  service 
activities  of  the  staffs  of  the  units  in  the  assigned  division;  gives 
expert  consultation  on  all  categories  of  aid,  medical  care  programs, 
services  to  needy  children,  other  assistance  programs  and  their  related 
services;  confers  with  assistant  directors  and  other  supervisory  person- 
nel regarding  policies,  procedures,  personnel  matters  and  casework  problems, 

2.  Supervises  and  assists  in  establishing  and  carrying  out  in-service 
training  programs. 

3.  Periodically  evaluates  effectiveness  of  established  policies  and 
procedures  and  casework  practices;  initiates  and  develops  improved  methods 
or  makes  recommendations  for  improvements. 

U.   Studies  and  analyzes  legal  provisions,  rules,  regulations  and 
directives  pertaining  to  various  expenditures  of  social  service  work  in 
the  assigned  field;  interprets  and  clarifies  requirements  to  staff. 

5.  Conducts  divisional  staff  meetings  to  discuss  casework  methods 
and  techniques  for  the  purpose  of  improving  and  providing  better  and 
more  effective  services;  studies  and  analyzes  the  organizational  func- 
tioning of  the  division;  makes  special  studies  to  determine  opportuni- 
ties for  increasing  effectiveness  and  efficiency  of  division  operations; 
works  with  individual  unit  supervisors  as  well  as  with  groups  to  study 
and  make  recommendations  for  improving  forms,  procedures  and  effectuate 
work  simplification. 

MINIMUM  QUALIFICATIONS: 

raining  and  Experience:  Requires  completion  of  two  years  of 
graduate  training  in  an  accredited  school  of  social  work  and  three  years 
of  supervisory,  administrative  or  consultative  experience  at  a  level 
comparable  to  that  of  social  work  supervisor  in  one  of  the  areas  of 
social  service;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SOCIAL  WELFARE  DIVISION  SUPERVISOR  CODE:   2950 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  professional 
knowledge  of:  provisions  of  the  social  security  act  and  the  welfare  and 
institutions  code  and  civil  code  pertaining  to  old  age  security,  aid  to 
the  blind,  aid  to  needy  children,  indigent  aid,  aid  to  needy  disabled  and 
the  various  programs  for  children,  including  adoptions,  foster  home 
placement  and  supervision  of  children,  and  licensing  of  boarding  homes, 
and  specialized  services  for  children;  principles  of  casework  supervision, 
public  and  private  community  resources  and  their  application;  principles 
and  techniques  of  social  welfare  casework. 

Requires  demonstrated  professional  skill  and  ability  in  the  appli- 
cation of  recognized  principles  of  organization  and  supervision  to  the 
functions,  activities  and  personnel  of  a  large  welfare  agency. 

PROMOTIVE  LINES: 

To:  Public  Welfare  Assistant  Director  -  Social  Service 

From:   Social  Work  Supervisor 

Child  Welfare  Supervisor 
Medical  Social  Work  Supervisor 
Psychiatric  Social  Work  Supervisor 


CLASS  TITLE :  REHABILITATION  CENTER  WORK  SUPERVISOR        CODE :  2960 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  plans  and  supervises  the  work  programs 
and  activities  of  residents  at  the  single  men's  rehabilitation  center; 
personally  serves  as  general  maintenance  man  for  all  buildings,  grounds, 
operating  machinery  and  equipment;  prepares  annual  budget  estimates  for 
work  programs  and  maintenance  needs;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforc- 
ing existing  policies,  methods  and  procedures  applicable  to  resident 
work  programs  and  maintenance  operations;  achieving  economies  and/or 
preventing  losses  through  the  efficient  and  proper  use  of  machinery, 
equipment,  materials  and  supplies,  and  through  the  efficient  accomplish- 
ment of  desired  work  profits  by  use  of  resident  help  that  might  other- 
wise have  to  be  accomplished  by  use  of  public  funds;  making  occasional 
contacts  with  the  public,  other  departments  and  representatives  of 
outside  organizations  as  well  as  with  individual  residents  and  other 
employees;  gathering,  preparing  and  maintaining  work  project  records 
and  routine  operating  and  maintenance  reports.  Nature  of  work  involves 
considerable  physical  effort  and  manual  dexterity  in  instructing  and 
demonstrating  uses  of  various  tools  and  equipment  and  actively  parti- 
cipating in  maintenance  operations,  with  frequent  exposure  to  accident 
hazards  and  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  and  supervises  the  work  activities  of 
residents  in  accordance  with  their  individual  preference,  interests 
and  capabilities  including  vegetable  gardening,  construction  work, 
laundry  operations,  maintenance  of  all  physical  properties,  custodial 
and  housekeeping,  landscape  development  and  care  of  grounds,  and 
maintenance  of  furniture,  fixture-       ..ipment. 

2.  Personally  performs  the  duties  of  a  general  maintenance 
mechanic  in  connection  with  the  operation  and  repair  of  machinery  and 
equipment  such  as  refrigeration  system,  heating  system,  commercial  type 
laundry  equipment  and  electrical  machinery  and  equipment. 

3.  Designs  and  prepares  working  drawings  for  various  building 
alterations,  additions  and  new  projects;  estimates  quantities  and  costs 
of  required  materials;  subsequently  supervises  residents  and  personally 
participates  in  the  projects;  plans  and  outlines  major  repair  work  to 
be  referred  to,  and  performed  by  the  department  of  public  works. 

U.  Supervises  the  operation  of  a  furniture  repair  and  refinishing 
shop  in  connection  with  requirements  of  the  welfare  department;  picks 
up  furniture  items  to  be  repaired  and  refinished;  processes  these 
through  shop;  returns  the  finished  furniture  to  the  department. 

5.  Prepares  monthly  reports  covering  all  work  projects  completed, 
new  work  started  and  future  projects  planned. 

6.  Prepares  budget  requests  for  materials  and  supplies  to  be  used 
in  various  work  projects  and  activities  and  for  the  normal  maintenance 
of  buildings  and  grounds;  maintains  related  inventories  of  equipment, 
tools,  materials,  furniture  and  other  property. 


CLASS  TITLES  REHABILITATION  CENTER  WORK  SUPERVISOR        CODE:   2960 
( continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  in- 
cluding or  supplemented  by  manual  training  courses. 

Requires  at  least  five  years  of  experience  in  the  maintenance, 
repair  and  upkeep  of  buildings  and  grounds,  preferably  at  the  journey- 
man level  in  a  specialized  field  of  building  construction  and  maintenance, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of:  carpentry,  plumbing  and  electrical  maintenance;  the  preparation  of 
working  plans,  sketches  and  estimates. 

Requires  demonstrated  ability  to:  organize,  instruct  and  super- 
vise several  groups  in  a  variety  of  work  projects  and  general  mairaenance 
activities;  instill  confidence  and  desire  in  those  in  need  of  rehabili- 
tation . 

PROMOTIVE  LINES: 

To:  Building  and  Grounds  Maintenance  Supervisor 

From:  Carpenter 
Plumber 
Electrician 


CLASS  TITLE:   REHABILITATION  CENTER  ASSISTANT  MANGER        CODE:   2962 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  the  rehabilitation  center  manager 
in  the  administration,  operation  and  maintenance  of  the  institution  during 
an  assigned  shift;  assists  in  planning  and  conducting  work  training,  rec- 
reational activities,  guidance  counseling  and  other  activities  for  the 
purpose  of  aiding  and  rehabilitating  residents;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinating 
and  enforcing  existing  policies,  methods  and  procedures  applicable  to  the 
rehabilitation  of  male  adult  residents;  achieving  considerable  economies 
and/or  preventing  considerable  losses  through  efficient  management  of 
operations  and  the  careful  use  of  material,  equipment  and  supplies;  making 
regular  contacts  with  other  departments  and  representatives  of  outside 
organizations  in  furnishing  or  obtaining  information  and  explaining  ser- 
vices and  activities  of  the  institution;  preparation  and  maintenance  of 
important  operational,  financial  and  individual  case  records  of  rehabili- 
tation services  and  activities.   Nature  of  duties  involves  considerable 
physical  effort  in  walking  about  the  buildings  and  grounds,  with  occasional 
exposure  to  health  and  accident  hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning  and  conducting  guidance  training  and  other 
programs  designed  to  assist  in  the  rehabilitation  of  male  adults  assigned 
to  the  center;  reviews  activities  in  cooperation  with  the  manager;  con- 
fers and  counsels  on  all  special  problems  which  might  arise. 

2.  Assists  in  reviewing  social  welfare  and  counseling  activities; 
confers  with  individual  residents  with  reference  to  specific  problem  re- 
quests for  special  assistance,  job  placement  opportunities  and  other 
matters;  assists  in  reviewing  institutional  work  programs. 

3.  Reviews  food  preparation  and  serving  activities  with  assigned 
cooks;  checks  and  inspects  kitchen  and  dining  room  areas  and  facilities. 

U.  Assists  in  carrying  out  instructions  of  attending  physicians  and 
maintaining  individual  records  in  current  status. 

5.  Supervises  reception  of  new  residents;  instructs  them  as  to  estab- 
lished policies  and  procedures;  Inspects  new  arrivals  as  to  personal  cleanli- 
ness, health  and  physical  condition. 

6.  Supervises  housekeeping  and  clinic  activities. 

7.  Consults,  coordinates  and  arbitrates  disputes  and  renders  advice 
and  information  in  problem  areas  arising  among  residents  during  the  as- 
signed shift;  consults  with  manager  and  other  staff  members  on  unique  and 
difficult  problems. 

8.  Assists  in  carrying  out  the  planned  program  toward  psychiatric 
and  social  rehabilitation  of  residents  by  exercising  patience,  taot, 
courtesy  and  respect  in  order  to  assist  them  to  resolve  their  individual 
problems  and  emotional  and  physical  needs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree. 


GLASS  TITLE;  REHABILITATION  CENTER  ASSISTANT  MANAGER       CODE:   2?62 
(continued) 

Requires  at  least  three  years  of  experience  in  progressively 
responsible  clerical,  office  or  business  capacities  at  a  resident  school, 
institution,  civilian  or  military  camp  or  other  similar  occupation  in  the 
fields  of  adult  counseling  and  guidance,  training,  job  placement  or  voca- 
tional rehabilitation,  at  least  one  year  of  which  shall  have  been  at  a 
supervisory  level,  or  an  equivalent  combination  of  training  and  experience , 
Two  years  of  graduate  study  in  the  field  of  social  science  may  be  substi- 
tuted for  two  years  of  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of  man- 
agement and  supervisory  principles  applicable  to  the  organization  and 
administration  of  an  institution  for  the  rehabilitation  of  adult  males. 

Requires  skill  and  ability  to:  assist  in  establishing  good  working 
relationships  with  other  public  institutions,  law  enforcement  groups, 
social  welfare  agencies  and  business  organizations;  apply  tact,  sincerity 
and  natural  interest  to  social  welfare  and  adult  rehabilitation  work  and 
assist  in  providing  the  necessary  leadership,  imagination,  ingenuity  and 
initiative  to  accomplish  desired  purposes  and  objectives. 

PROMOTIVE  LINES: 

To:  Rehabilitation  Center  Manager 

From:   Original  entrance  examination 


CLASS  TITLE:   REHABILITATION  CENTER  MANAGER  CODE:   296U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the  proper 
administration,  operation  and  maintenance  of  the  single  men's  rehabilita- 
tion center;  plans  and  conducts  work-training,  recreational  activities, 
guidance  counseling,  and  other  activities  for  the  purpose  of  assisting  and 
rehabilitating  residents;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   carrying  out,  interpreting, 
coordinating  and  enforcing  existing  policies,  methods  and  procedures 
applicable  to  the  rehabilitiation  of  male  adult  residents;  achieving 
considerable  economies  and/or  preventing  considerable  losses  through 
efficient  management  of  operations  and  the  careful  use  of  material, 
equipment  and  supplies;  making  regular  contacts  with  other  departments 
and  representatives  of  outside  organizations  in  furnishing  or  obtaining 
information  and  explaining  services  and  activities  of  the  institution; 
preparation  and  maintenance  of  important  operational,  financial  and 
individual  case  records  of  rehabilitation  services  and  activities. 
Nature  of  duties  involves  considerable  physical  effort  in  walking  about 
the  buildings  and  grounds,  with  occasional  exposure  to  health  and 
accident  hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  conducts  guidance  training  and  other  programs  designed 
to  assist  in  the  rehabilitiation  of  male  individuals  assigned  to  the 
center;  reviews  activites  in  cooperation  with  the  assistant  managers; 
confers  and  counsels  on  special  problems  which  might  arise. 

2.  Reviews  social  welfare  and  counseling  activities;  confers  with 
individual  residents  with  reference  to  specific  problem  requests  for 
special  assistance,  job  placement  opportunities  and  other  matters; 
reviews  institutional  work  programs  with  the  supervisor  in  charge; 
confers  on  detailed  assignments  and  special  problems  for  all  vocational 
and  work  activities;  conducts  daily  inspection  of  all  work  projects. 

3.  Reviews  food  preparation  and  serving  activities  with  assigned 
cooks;  checks  and  inspects  kitchen  and  dining  room  areas  and  facilities. 

li.  Reviews  instructions  of  attending  physicians  and  assures  they 
are  carried  out  and  properly  recorded  on  suitable  case  records;  reviews 
residents'  needs  for  optometric  and  dental  services. 

5>.  Reviews  and  approves  all  purchase  requisitions  originating  at 
the  center  prior  to  submission  to  the  central  purchasing  authority; 
administers  control  and  approves  purchases  made  from  petty  cash  fund  and 
keeps  accounting  of  same. 

6.  Supervises  reception  of  new  residents;  instructs  them  as  to 
established  policies  and  procedures;  inspects  new  arrivals  as  to  personal 
cleanliness,  health  and  physical  condition. 

7.  Maintains  overall  management  of  routine  business,  housekeeping 
and  clinic  activities;  prepares  periodic  reports  of  institution  opera- 
tions; prepares  annual  budget  and  subsequently  controls  expenditures 
within  the  authorized  appropriations. 


CLASS  TITLE:   REHABILITATION  CENTER  MANAGER  (Continued)    CODE:   296U 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree. 

Requires  at  least  five  years  of  experience  in  progressively  important 
clerical,  office  or  business  capacities  at  a  resident  school,  institution, 
civilian  or  military  camp  or  other  similar  occupation  in  the  fields  of 
adult  counseling  and  guidance,  training,  job  placement  or  vocational 
rehabilitation,  at  least  two  years  of  which  shall  have  been  at  a  super- 
visory level;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  professional 
working  knowledge  of:  management  and  supervisory  principles  as  applicable 
to  the  organization  and  administration  of  an  institution  for  the  rehabil- 
itation of  adult  males. 

Requires  skill  and  ability  to:   establish  good  working  relationships j 
with  other  public  institutions,  law  enforcement  groups,  social  welfare 
agencies  and  business  organizations;  apply  tact,  sincerity  and  natural 
interest  to  social  welfare  and  adult  rehabilitation  work;  provide  the 
necessary  leadership,  ingenuity,  imagination  and  initiative  to  accomplish 
desired  purposes  and  objectives. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Rehabilitation  Center  Assistant  Manager 


CLASS  TITLE:  PUBLIC  WELFARE  ASSISTANT  DIRECTOR  -  CODE:   2970 

ADMINISTRATIVE 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  organizes  and  directs 
the  administrative  services  of  the  welfare  department;  through  subordi- 
nate supervisory  personnel,  directs  the  business,  fiscal,  accounting, 
office  and  clerical  activities;  and  performs  related  duties  as  required. 

Requires  overall  major  responsibility  for:   originating,  developing, 
coordinating  and  executing  policies,  methods  and  procedures  applicable  to 
administrative  business  and  clerical  activities;  achieving  wide-spread 
economies  and/or  preventing  wide-spread  losses  through  efficient  manage- 
ment, including  exercise  of  budgetary  control  and  accounting  for  the 
authorization  and  approval  of  expenditures  for  various  types  of  services, 
business  activities  and  building  operations;  making  regular  contacts 
involving  dealing  with  subordinate  supervisors  and  persons  of  substantially 
high  rank  concerning  a  wide  variety  of  problems  and  business  operations; 
preparing  and  maintaining  important  operating,  financial,  personnel  and 
specialized  records. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  director  in  general  administration,  policy  formula- 
tion, and  program  planning,  and  supervises  and  is  responsible  for  finan- 
cial, purchasing,  statistical,  clerical  aud  personnel  functions;  formulates 
departmental  policies,  methods  and  procedures  in  the  area  of  business 
management  and  administrative  services. 

2.  Directs  the  fiscal,  personnel,  office  services  and  general  busi- 
ness activities;  directs  the  budgetary  and  fiscal  control  programs  and 
the  preparation  of  the  departmental  budget. 

3.  Consults  with  subordinate  supervisory  personnel  as  well  as  with 
the  director  on  problems,  procedures  and  efforts  in  developing  and  insti- 
tuting improvements;  directs  and  makes  surveys  and  studies  of  organization- 
al and  administrative  activities. 

h.    Through  subordinate  supervisors,  exercises  overall  direction  of 
the  office  service  units  including  stenographic  and  duplicating  services, 
mail  and  messenger  services,  supply,  central  files  and  billing  services; 
develops  and  improves  programs  for  effective  utilization  of  office  space, 
equipment,  forms  and  supplies. 

5.  Directs  and  makes  time  and  cost  studies  of  various  operations; 
recommends  changes  to  promote  more  efficient  performance;  develops  stand- 
ards and  procedures  and  directs  the  preparation  of  revised  procedure 
manuals;  confers  with  the  director  on  major  administrative  problems; 
participates  in  departmental  budget  conferences;  confers  with  represent- 
atives of  other  departments  and  state  agencies  on  administrative  service 

. 

6.  Plans,  organizes  and  supervises  in-service  training  programs  for 
administrative  and  service  persornel;  evaluates  employee  performance; 
recommends  disciplinary  actions  where  indicated;  assigns  or  re-assigns 
clerical,  fiscal,  custodial  and  other  service  personnel  as  deemed  neces- 
sary. 

MINIMUM  QUALIFICATIONS: 

Training  and  experience:   Requires  completion  of  two  years  of 
graduate  training  in  an  accredited  school  of  public  or  business  admin- 
istration. 


CLASS  TITLE:  PUBLIC  WELFARE  ASSISTANT  DIRECTOR  -  CODE:   2970 

ADMINISTRATIVE  ( C  ontinued) 

Requires  five  years  of  experience  in  a  supervisory,  administrative 
or  managerial  capacity  in  a  large  agency.  An  additional  year  of  exper- 
ience may  be  substituted  for  one  year  of  the  required  graduate  study; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge s   Abilities  and  Skills:  Requires  thorough  academic  and 
professional  working  knowledge  of:   the  principles  and  practices  of 
modern  methods  of  public  and  business  administration  with  special  ref- 
erence to  organization,  fiscal  and  personnel  management,  budgetary  prep- 
aration and  control;  modern  office  methods,  business  forms,  records  and 
equipment. 

Requires  demonstrated  supervisory  skill  and  ability  to:  establish 
and  maintain  cooperative  working  relationships  within  and  between  the 
administrative;,  business  and  service  units  supervised;  analyze  adminis- 
trative problems;  reach  practical  and  logical  conclusions;  effectuate 
betterments  in  methods  and  procedures. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Original  entrance  examination 

Business  Manager,  Juvenile  Court 


CLASS  TITLE:   PUB]       A.RE  ASSISTANT  DIRECTOR  -  CODE:   2972 

SOCIAL  SERVICE 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  the  public  welfare 
director  in  organizing,  administering,  directing  and  correlating  the 
social  service  functions  of  the  welfare  department;  participates  in  policy- 
formulation,  program  planning  and  interpretation  to  the  supervisory  staff; 
directs  several  organisational  divisions  engaged  in  administering  various 
public  assistance  programs  and  services;  and  performs  related  duties  as 
required. 

Requires  over-all  major  administrative  responsibility  for:   origi- 
nating, developing,  coordinating  and  executing  policies,  methods  and  pro- 
cedures applicable  to  the  divisions  supervised;  achieving  wide-spread 
economies  and/or  preventing  wide-spread  losses  through  efficient  admin- 
istration, including  exercise  of  budgetary  control  and  accounting  for 
the  authorization  and  approval  of  expenditures  for  various  types  of  public 
assistance;  making  important  contacts  involving  dealing  with  subordinate 
supervisors  and  persons  of  substantially  high  rank  in  connection  with 
interpretation  of  specialized  matters  and  obtaining  desired  actions; 
directing  the  preparation  and  maintenance  of  important  operational, 
financial,  personal  and  specialized  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  director  in  general  administration,  policy  formula- 
tion and  program  planning  for  the  purpose  of  activating  the  operations 
cf  the  assigned  divisions  engaged  in  various  aspects  of  rendering  public 
assistance  and  related  services,  such  as  aid  to  needy  children,  medical 
assistance,  old  age  security,  physically  handicapped  and  other  programs. 

2.  Confers  with  supervisors  responsible  for  individual  division 
activities  regarding  staffing  problems,  division  program  planning,  inter- 
pretation of  public  assistance  laws,  policies  and  procedures  and  specific 
cases  involving  unusual  problems. 

3.  Coordinates  the  activities  of  the  divisions  supervised;  consults 
with  supervisory  and  subordinate  staff  members,  as  necessary;  issues 
written  directives  and  procedures  covering  work  programs  and  methods; 
authorizes  and  reviews  work  allocations  within  the  framework  of  division 
organizations;  personally  reviews  difficult  cases  referred  by  staff; 
renders  decisions  on  basis  of  applicable  legislation,  legal  opinions, 
court  decisions  and  established  policies,  rules,  regulations  and  pro- 
cedures. 

U.   Investigates  work  performance  within  the  various  divisions  to 
determine  strengths  and  weaknesses;  reviews  routine  and  special  statis- 
tical reports;  initiates  special  inquiries  and  studies;  conducts  con- 
ferences and  consultations  with  staff;  determines  equitable  work  load 
distribution;  enforces  maintenance  of  high  quality  of  performance  to 
assure  maximum  service;  reports  significant  results  of  investigations  to 
director. 

5.  Reviews  appeal  cases  and  those  involving  complaints  or  requests 
for  hearings  and  matters  directed  to  the  state  department  of  social 
welfare,  usually  involving  special  prcolems  requiring  administrative 
consideration  and  action. 


CUSS  TITLE:   PUBLIC  WELFARE  ASSISTANT  DIRECTOR  -  CODE:   2972 

SOCIAL  SERVICE  (Continued) 

6.  Interviews  applicants  for  social  welfare  positions;  plans  and 
assigns  new  social  service  employees;  plans  and  carries  out  staff  recruit- 
ment programs  in  conjunction  with  the  civil  service  department;  recom- 
mends retention,  dismissal  or  disciplinary  actions  for  referred  cases 
requiring  individual  attention. 

7.  Represents  the  department  on  various  community  committees  con- 
cerned with  social  welfare  matters;  meets  with  and  speaks  to  individuals 
and  groups  concerning  work  of  the  department  and  maintains  sound  public 
information  and  public  relations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of 
graduate  training  in  an  accredited  school  of  social  work  and  four  years 
of  experience  in  a  supervisory,  administrative  or  consultative  capacity 
at  a  level  comparable  with  that  of  social  welfare  division  supervisor; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  academic  and 
professional  working  knowledge  of:   the  principles  of  public  welfare 
administration;  the  provisions  of  the  federal  social  security  act  and  the 
state  welfare  and  institutions  code  and  civil  code  pertaining  to  old  age 
security,  aid  to  the  blind,  aid  to  the  disabled,  indigent  aid,  and  aid  to 
needy  children  and  the  various  programs  for  children,  including  adoptions, 
foster  home  placement  and  supervision  of  children,  and  licensing  of 
boarding  homes;  the  problems  which  involve  the  use  of  all  available  public 
and  private  community  welfare  resources  and  their  programs. 

Requires  outstanding  ability  and  skill  to:  plan,  organize,  coor- 
dinate and  direct  the  work  of  a  "  irga  staff  of  subordinate  supervisory 
and  professional  welfare  staffs;  ana"  nc   difficult  situations  accurately 
and  adopt  effective  courses  of  action;  utilize  and  coordinate  local 
resources  to  the  fullest  extent  and  work  cooperatively  in  community 
activities  with  committees,  groups  and  other  agencies;  present  oral  and 
written  reports  concisely  and  clearly. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Social  Welfare  Division  Supervisor 


CUSS  TITLE:  PUBLIC  WELFARE  DIRECTOR  CODE:   297U 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  is  responsible  for  the  organiza- 
tion and  administration  of  all  the  functions,  activities  and  services  of 
the  welfare  department  engaged  in  executing  the  various  public  welfare 
programs;  through  subordinate  assistants  and  supervisory  personnel,  plans, 
directs  and  administers  the  various  activities  in  accordance  with  legal 
provisions  and  established  policies,  methods,  procedures,  rules  and  regula- 
tions; and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  developing,  approv- 
ing, executing  and  coordinating  policies,  methods  and  procedures  effecting 
all  divisions  and  units  of  the  department;  all  forms  of  assets  through 
efficient  departmental  management,  including  budgetary  preparation  and 
control  and  the  related  public  assistance  programs  and  services  rendered; 
continuing  contacts  with  subordinate  assistants  and  supervisory  personnel 
at  various  organizational  levels,   representatives  of  outside  organizations 
and  groups  involving  discussion,  explanation  and  interpretation  of  public 
welfare  operations  and  services;  directing  the  preparation  and  reviewing 
and  approving  important  records  and  reports  affecting  all  departmental 
operations  and  services. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs  and  coordinates  the  operations  of  the 
welfare  department.;  formulates  and  enforces  overall  departmental  policies 
and  procedures  in  cooperation  with  assistant  directors  and  subordinate 
supervisory  staffs;  applies  approved  administrative  procedures  and  organ- 
izational standards  to  achieve  highest  operating  results. 

2.  Prepares  and  reviews  annual  budget  estimates;  justifies  proposed 
expenditures  at  official  budgetary  hearings;  prepares  recommendations  and 
supporting  information  for  additions  and  betterments. 

3.  Maintains  continuous  vigilance  of  fiscal  matters  as  identified 
with  the  authorization  and  approval  of  expenditures  and  budgetary  account- 
ing control  within  the  provisions  of  appropriated  funds;  reviews  periodic 
financial  and  statistical  statements  and  reports. 

h.   Prepares  various  overall  operating,  financial  and  statistical 
reports  as  required;  keeps  state  department  of  social  welfare  fully  in- 
formed with  respect  to  local  welfare  conditions. 

5.  Through  assistant  directors  and  subordinate  supervisory  per- 
sonnel, conducts  special  studies  to  determine  needs  for  staffing  various 
activities  at  different  levels  of  organization;  endeavors  to  meet  per- 
sonnel needs  within  the  provisions  of  established  policy,  practice  and 
budgetary  limitations;  selects  qualified  employees  in  cooperation  with 
the  provisions  of  the  civil  service  department;  provides  for  training 

of  new  employees. 

6.  Assigns  duties  and  delegates  authority  to  subordinates;  promotes 
the  program  of  continuing  staff  development;  participates  in  periodic 
evaluation  of  staff  performance  and  takes  appropriate  actions  to  effect 
betterments,  as  indicated,  in  order  to  maintain  high  standards  of  social 
welfare  practice. 

7.  Cooperates  with  representatives  of  local  welfare  organizations 
and  other  groups  regarding  administration  of  the  public  welfare  programs; 
confers  with  representatives  of  state  department  of  social  welfare  on 
policies  and  specific  problems. 


CLASS  TITLE:  PUBLIC  WELFARE  DIRECTOR  (continued)  CODE:   297U 

8.  Maintains  good  working  relationships  with  local  press  and  other 
public  information  and  public  relations  groups;  provides  leadership  in 
developing  community  interest  in  understanding  of  the  public  welfare 
programs  and  services;  develops  and  maintains  close  coordination  of  ac- 
tivities with  other  public  and  private  health  and  welfare  agencies. 

9.  Develops  and  recommends  proposed  federal,  state,  and  local  leg- 
islative changes  for  the  improvement  of  the  public  welfare  programs  and 
their  administration. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  train- 
ing in  an  accredited  graduate  school  of  public  or  business  administration, 
social  work  or  other  specialty  suitable  as  preparation  for  administration 
of  a  large  welfare  department. 

Requires  six  years  of  recent  experience,  of  which  at  least  two 
years  must  have  been  in  a  social  service  agency,  in  a  responsible  execu- 
tive or  administrative  capacity,  involving  planning  and  execution  of 
large-scale  programs,,  budgeting  and  control  of  sizable  expenditures;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge ,  Abilities  and  Skills:  Requires  a  thorough  professional 
and  managerial  working  knowledge  of:  the  principles  of  public  welfare 
administration;  the  provisions  of  the  state  welfare  and  institutions 
code  and  civil  code  pertaining  to  old  age  security,  aid  to  needy  children, 
aid  to  the  blind,  aid  to  totally  disabled,  indigent  aid,  adoptions, 
foster  home  placement  and  supervision  of  children,  licensing  of  boarding 
homes  for  children  and  the  aged,  and  specialized  services  for  children; 
and  the  provisions  of  the  federal  social  security  act. 

Requires  major  demonstrated  skill  and  ability  to:   plan,  organize, 
direct  and  coordinate  the  activities  and  related  staffs  of  a  large  pub. 
welfare  agency;  analyze  situations  accurately  and  adopt  effective  courses 
of  action;  utilize  and  coordinate  various  local  welfare  resources  and 
work  cooperatively  and  effectively  in  community  activities,  committees, 
groups  and  other  agencies;  interpret,  to  individuals  or  groups,  the 
public  welfare  programs  and  services  of  the  department. 

PROMOTIVE  LINES 

No  normal  line  of  promotion  -  position  exempt  from  examinal 


CODE:   3000 


RECREATION,  PARK,  AGRICULTURAL  AND  CULTURAL  SERVICE 


CLASS  TITLE:   ASSISTANT  BUSINESS  MANAGER,  CODE:   3102 

RECREATION  AND  PARK  DEPARTMENT 

CHARACTERS ITICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  complex  professional 
budgetary  and  accounting  work;  assists  the  business  manager  in  the  super- 
vision of  various  units  assigned  to  the  business  division;  signs  personnel 
requisitions,  payroll  documents,  requests  for  transfer  of  funds  and  other 
documents;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   supervision  of  the  handling  of  consider- 
able amounts  of  cash  receipts;  personal  contact  with  departmental  employees, 
those  of  other  city  departments,  and  operators  of  concessions  at  recre- 
ational facilities;  making  required  records  and  reports  on  budgetary  and 
fiscal  matters;  assisting  in  developing  the  annual  budget. 

EXAMPLES  OF  DUTIES: 

1.  Compiles  budgetary  information  for  the  departmental  annual 
budget  request. 

2.  Issues  instructions  to  and  occasionally  supervises  operations 
of  the  various  sections  of  the  business  division  such  as  commissary 
units,  personnel  section,  yacht  harbor,  stenographic  sections  and 
accounting  sections. 

3.  Represents  the  business  manager  during  vacations  and  other 
absences;  supervises  preparation  of  and  signs  all  vouchers  and  documents 
for  the  commission  in  absence  of  the  commission  secretary. 

h.      Signs  papers  and  documents  on  behalf  of  the  department,  such  as 
timerolls,  personnel  requisitions,  revolving  fund  checks,  civil  service 
and  other  documents. 

5.  Makes  special  investigations  and  reports  as  directed. 

6.  Devises  and  installs  new  or  revised  business  systems. 

7.  Makes  detailed  audits  of  certain  funds  and  concessionnaires. 

8.  Prepares  leases,  agreements,  ordinances  and  resolutions  for 
submission  to  proper  authorities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting. 

Requires  at  least  five  years  of  progressively  responsible  profes- 
sional experience  in  governmental  accounting;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge  Abilities  and  Skills:  Requires  a  considerable  knowledge 
of  principles  and  practices  of  governmental  accounting  and  budgetary 
operations,  business  law,  currency  handling  and  other  phases  of  business 
activit/. 

Requires  ability  to  use  tact  and  sound  judgment  in  dealing  with 
staff  members,  other  departments  and  outside  parties  regarding  the 
various  functions  of  the  business  division;  supervise  work  of  subordi- 
nates. 


CLASS  TITLE:   ASSISTANT  AND  BUSINESS  MANAGER,  CODE:   3102 

RECREATION  AND  PARK  DEPARTMENT 
(Continued) 

PROMOTIVE  LINES: 

To:   Senior  Accountant 

From:   Accountant 


CLASS  TITLE:   BUSINESS  MANAGER,  RECREATION  CODE:   310U 

AND  PARK  DEPARTMENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  has  charge  of  and  is  responsible  for 
all  business  affairs  of  the  recreation  and  park  department,  including 
budgetary,  accounting  and  fiscal  matters  as  well  as  procurement,  opera- 
tional contract  negotiations,  personnel,  and  other  related  administrative 
responsibilities  within  the  department;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   the  interpretation,  enforcement, 
execution  and  coordination  of  the  policies,  methods  and  rules  of  the 
recreation  and  park  department  relating  to  the  administration  of  business, 
fiscal  or  related  matters;  achieving  economies  or  preventing  considerable 
losses  through  the  exercise  of  efficient  budget  control  and  through  the 
handling,  accounting  for  and  authorizing  of  the  expenditure  of  large  sums 
of  money  subject  to  administrative  approval;  frequent  important  personal 
contacts  involving  difficult  negotiations  with  representatives  of  outside 
interests;  appearances  before  the  board  of  supervisors  and  its  committees, 
and  contacts  with  the  officers  and  employees  of  other  city  departments; 
the  establishment  and  maintenance  of  a  variety  of  financial  records, 
budget  preparation,  preparation  of  business  contracts,  the  collection 
and  analysis  of  data,  and  the  submission  of  detailed  and  complex  reports 
on  business,  accounting  and  budgetary  operations. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  or  establishes  and  maintains  all  prescribed  books  of 
accounts  and  prepares  therefrom  all  necessary  operating  and  financial 
statements  for  the  department  in  accordance  with  requirements  established 
by  the  controller's  office. 

2.  Sets  up  auxiliary  accounting  and/or  fiscal  records  and  reports 
necessary  for  the  proper  recording  and  audit  of  revenues  realized  by  "he 
department  through  the  private  contracting  of  concessions,  including 
inventory  control,  purchasing  procedures,  cash  records  and  personnel; 
personally  audits  concessionaire's  accounts  which  amount  to  $250,000 
annually . 

3.  Supervises  or  prepares  all  contracts  between  the  department  and 
concessionaires  to  operate  activities  under  the  supervision  and  control 
of  the  department;  reviews  all  bids  to  operate  concessions  and  recommends 
acceptance  or  rejection  to  the  recreation  and  park  commission. 

U.  Is  responsible  for  the  management  of  kezar  stadium  and  candle- 
stick park,  which  includes  leasing,  maintenance  of  properties  and  fiscal 
control. 

5.  Supervises  preparation  of  the  annual  budget  for  the  department; 
estimates  revenues  from  all  activities  for  ensuing  fiscal  year  as  part 
of  the  budgetary  process;  advises  recreation  and  park  commission  regard- 
ing the  inclusion  or  exclusion  of  requested  budgetary  items;  prepares 
supplemental  appropriation  requests  as  indicated  by  the  needs  of  the 
service. 


CLASS  TITLE:   BUSINESS  MANAGER,  RECREATION  CODE:   310U 

AND  PARK  DEPARTMENT 
(Continued) 

6.  Has  charge  of  and  is  responsible  for  the  personnel  assigned  to 
the  office,  commissary  or  revenue  units,  and  camp  mather. 

7.  Is  responsible  for  the  expenditure  of  bond  funds  and  sets  up 
accounting  records  for  control  of  such  funds. 

8.  Develops  a  long-range  capital  improvement  program  for  the 
department  and  presents  it  to  the  commission  for  approval. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration,  accounting,  economics,  or  political  science. 

Requires  eight  years  of  progressively  responsible  governmental 
accounting  experience,  including  two  years  in  a  responsible  administra- 
tive capacity;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   the  theories,  techniques,  methods  and  equipment  used  in  modern 
office  and  fiscal  management,  including  cost  and  municipal  accounting, 
budget  preparation,  analysis  and  control,  and  personnel  administration; 
business  law,  particularly  as  applied  to  contracts,  leases  and  property; 
laws,  ordinances  and  charter  provisions  pertaining  to  the  operations  of 
the  recreation  and  park  department;  departmental  organization  and  opera- 
tions of  the  city,  and  particularly  of  the  recreation  and  park  department. 

Requires  ability  to :  analyze,  control  and  direct  the  management  of 
business,  financial  and  budgetary  operations;  establish  and  maintain 
effective  working  relationships  with  the  officers  and  personnel  of  the 
recreation  and  park  department  and  other  city  departments,  and  with 
general  public;  represent  the  recreation  and  park  department  before  the 
board  of  supervisors  and  its  committees;  write  and  speak  effectively. 

PROMOTIVE  LINES: 

To:   No  Normal  Line  of  Promotion 

From:  Principal  Accountant 


CLASS  TITLE:   EXECUTIVE  SECRETARY  TO  THE  GENERAL  MANAGER,   CODE:   3110 
RECREATION  AND  PARK  DEPARTMENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  serves  as  administrative 
assistant  to  the  general  manager  in  carrying  out  administrative  detail 
of  his  office;  acts  as  secretary  to  the  recreation  and  park  commission; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  executing  policies 
as  definited  by  the  general  manager;  frequent  personal  contacts  with 
commission  members,  officers  and  employees  of  the  department,  represent- 
atives of  private  interest  and  others  having  dealings  with  the  department 
and  commission;  considerable  discretion  in  the  preliminary  analyses  of 
reports,  proposals  and  other  material  submitted  to  the  commission  or  the 
general  manager. 

EXAMPLES  OF  DUTIES: 

1.  Is  responsible  for  the  preparation  of  minutes  of  commission 
meetings  and  the  preparation  of  forms,  documents,  communications  and 
directives  in  accordance  with  commission  actions. 

2.  Compiles  a  wide  variety  of  documents,  information  and  data  in 
connection  with  the  preparation  of  the  commission  agenda. 

3.  Serves  as  departmental  liaison  in  coordinating  departmental 
affairs  with  other  major  city  departments  and/or  executing  committee 
actions. 

k.      Provides  information  to  outside  organizations  and  the  general 
public  with  respect  to  departmental  policies;  charter  provisions  and 
procedures  and  methods  of  the  department  and  the  commission. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college, 
or  university  with  a  baccalaureate  degree,  with  amjor  course  work  in 
public  administration,  public  relations  or  closely  related  fields. 

Requires  at  least  eight  years  of  progressively  responsible  admini- 
strative and  office  experience,  including  experience  in  the  field  of 
public  relations;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  administrative  and  office  operations,  methods  and  procedures, 
policies,  laws  and  regulations  related  to  the  operations  of  the  depart- 
ment and  the  commission. 

Requires  considerable  ability  to:   compile  and  prepare  data  and 
information  for  departmental  and  commission  activities  and  to  follow  up 
and  coordinate  the  execution  of  such  actions;  meet  and  deal  effectively 
with  various  officials,  representatives  of  outside  organizations  and 
the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion:   class  exempt  from  examination. 


CLASS  TITLE:   AGRICULTURAL  AND  LAND  DIVISION  MANAGER       CODE:   3120 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  supervises  the  activities 
of  the  agricultural  division  of  the  water  department,  including  all  nego- 
tiations pertaining  to  agricultural  and  commercial  leases  and  revenue 
producing  permits;  cooperates  with  various  divisions  in  various  phases 
of  land  management;  arranges  for  sale  of  share  crops;  appraises  surplus 
lands;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  coordinating  and  executing 
established  policies,  methods  and  procedures  for  the  management,  lease 
of  management,  leasing  and  disposal  of  department  owned  lands;  achieving 
major  economies  and/or  preventing  major  losses  through  efficient  manage- 
ment of  agricultural  division  activities;  making  personal  contacts  with 
lease  holders,  representatives  of  outside  organizations  or  individuals 
in  conducting  land  lease  and  sale  operations;  the  preparation,  review 
and  approval  of  various  legal  and  realty  documents  and  the  maintenance 
of  related  property  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  all  activities  pertaining  to  leased  lands;  negotiates 
all  agricultural  and  commercial  leases;  negotiates  all  revenue  producing 
permits. 

2.  Prepares  leases  and  documents  relative  to  all  leased  properties; 
collects  rents,  royalties  and  taxes. 

3.  Receives  and  reviews  bonds  and  public  liability  and  property 
damage  insurance  policies. 

k.      Appraises  lands  to  be  declared  surplus  prior  to  submission  to 
the  public  utilities  commission;  presents  leases  and  permits  to  commission 
for  approval. 

5.  Supervises  various  phases  of  land  management  and  orchard  leases; 
approves  crops  to  be  raised;  arranges  for  sale  of  share  crops;  considers 
and  disposes  of  all  inquiries  concerning  leasing  or  sale  of  lands. 

6.  Serves  on  various  committees  involving  communities  in  various 
suburban  districts  in  considering  land  matters  and  other  activities 
affecting  public  relations;  ascertains  that  no  department  activities 
interfere  with  the  production  of  water. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
agriculture. 

Requires  at  least  ten  years  of  practical  experience  in  general  real 
estate,  land  and  property  management,  preferably  as  related  to  agriculture 
and  rural  areas;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   AGRICULTURAL  AMD  LAND  DIVISION  MANAGER        CODE:   3120 
(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
general  agricultural  and  farming  practices,  including  land  leasing  and 
renting  procedures  and  land  management;  floriculture  and  provisions  of 
the  state  agricultural  code; 

Requires  considerable  ability  to:  organize  and  supervise  subordinate, 
administrative,  supervisory  and  auxiliary  employees  engaged  in  various 
field  activities;  deal  effectively  with  prospective  tenants,  lease  holders 
and  the  general  public. 

License:   None 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Agricultural  Division  Land  Agent 


CLASS  TITLE:  ARBORETUM  DIRECTOR  CODE:   3130 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the 
operation  of  the  strybing  arboretum,  garden  center  and  hall  of  flowers; 
performs  difficult  professional  botanical  work  in  the  supervision  of  a 
trained  horticultural  staff;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  planning  exhibits;  devising  and  main- 
taining systems  of  records;  determining  overall  arboretum  and  garden 
center  policies  subject  to  approval  by  the  superintendent  of  parks;  con- 
tact with  individuals  and  groups  interested  in  arboretum  and  garden 
center  activities  and  with  professional  horticulturists;  judgment  in  the 
acquisition,  care  and  display  of  horticultural  exhibits  and  the  analyses 
of  the  needs  of  the  arboretum,  and  garden  center. 

EXAMPLES  OF  DUTIES: 

1.  Develops  and  directs  a  program  of  plant  introduction,  testing, 
improvement,  display  and  distribution. 

2.  Formulates  and  directs  an  educational  program  in  plant  propa- 
gation, plant  growth  regulation,  control  of  pests  and  diseases,  land- 
scape design,  and  other  similar  subjects  through  lectures  and  publica- 
tions to  the  general  public. 

3.  Formulates  and  directs  a  program  of  maintenance,  including  label- 
ing of  all  accessions  for  record  and  display  purposes. 

h.   Prepares  operating  budget  and  administers  expenditures. 

5.  Prepares  and  schedules  tours,  classes,  lectures  and  other  arbore- 
tum and  garden  center  activities. 

6.  Formulates  plans  and  programs  in  cooperation  with  the  superinten- 
dent of  parks,  looking  toward  full  integration  of  the  arboretum,  garden 
center  and  park  programs. 

7.  Establishes  contacts  and  cooperation  with  other  city  departments, 
cultural  and  scientific  organizations  and  other  jurisdictions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
university  or  college,  with  a  baccalaureate  degree,  with  major  course 
work  in  horticulture  or  a  closely  related  field. 

Requires  at  least  five  years  of  progressively  responsible  pro- 
fessional experience  in  botanical  work,  including  arboretum  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  a  thorough  knowledge  of: 
horticultural  theory  and  practice  as  applied  to  an  arboretum  or  similar 
establishment;  the  acquisition,  taxonomy,  care  and  display  of  horti- 
cultural exhibits. 

Requires  the  ability  to:  supervise  the  activities  of  subordinates; 
speak  and  write  effectively. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   GENERAL  MANAGER,  RECREATION  CODE:   31UO 

AND  PARK  DEPARTMENT 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  is  responsible  for  the  overall 
direction  and  operation  of  the  activities  of  the  recreation  and  park 
department;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   the  execution  of  policies  as 
originated  by  the  recreation  and  park  commission;  the  planning  and 
coordination  of  the  work  of  all  departmental  units;  the  promotion  and 
administration  of  an  organized  program  of  public  recreation;  the 
operation,  utilization  and  maintenance  of  all  department  properties; 
establishing  and  maintaining  personal  contacts  with  commission  members, 
officers  and  employees  of  the  city  and  other  governmental  jurisdictions; 
managing  important  and  intricate  negotiations  with  private  interests 
and  civic  organizations  having  an  interest  in  the  operations  or  activi- 
ties of  the  department;  coordination  and  finalization  of  annual  depart- 
mental budget  requests  and  submission  of  reports  on  the  operations  of 
the  department;  considerable  initiative,  resourcefulness  and  sound 
judgment  in  the  management  and  coordination  of  a  large  diversified 
organization,  the  analyses  of  its  needs,  and  the  remedy  of  its  problems. 

EXAMPLES  OF  DUTIES: 

1.  Is  responsible  for  planning,  directing  and  coordinating  all 
operations  of  the  department;  conducts  staff  meetings  and  consults  with 
individual  staff  members  in  order  to  interpret  policies,  plan  and  coor- 
dinate the  activities  of  various  organizational  divisions,  compile  and 
review  the  annual  budget,  review  current  programs  and  develop  new  pro- 
grams; conducts  hearings  for  the  reprimand  or  dismissal  of  employees 
and  other  personnel  matters  pertaining  to  staffing  and  work  assignments. 

2.  Attends  meetings  of  the  board  of  supervisors,  its  committees 
and  individual  members;  meets  with  the  mayor  and  other  city  officers; 
attends  meetings  and  confers  with  individual  members  of  various  organ- 
izations and  groups  interested  in  the  activities  of  the  department. 

3.  Prepares  for  and  attends  meetings  of  the  recreation  and  park 
commission  and  meets  with  individual  members  and  committees;  coordinates 
the  efforts  of  commission  members;  investigates,  evaluates  and  reports 
to  the  commission  on  matters  of  importance  to  the  operations  of  the 
department;  represents  the  commission  at  various  civic  functions. 

U.   Prepares  important  correspondence  and  reports  relative  to 
departmental  operations;  inspects  recreation  and  park  installations 
and  facilities  and  proposed  new  sites;  reviews  and  approves  plans  and 
procedures  submitted  by  subordinates. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation,  business  administration,  public  administration  or  a  related 
field. 


CLASS  TITLE:   GENERAL  MANAGER,  RECREATION  CODE:   31i|0 

AND  PARK  DEPARTMENT  (continued) 

Requires  at  least  eight  years  of  experience  at  the  administrative 
level  in  a  large  recreation  arid  park  program;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  operations,  activities  and  properties  of  the  recreation  and  park 
department;  legislation  pertinent  to  its  activities;  recreational  theory 
and  practice;  parks  administration;  public  relations  practice. 

Requires  considerable  ability  to:  plan,  coordinate  and  direct, 
through  subordinates,  the  activities  of  a  large  and  diversified  number 
of  subordinate  employees;  represent  the  department  before  legislative 
groups,  outside  interests  and  others;  prepare  comprehensive  reports  on 
a  variety  of  administrative  matters;  speak  and  write  efficiently. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   LOCKER  ROOM  ATTENDA!  CODE:   3202 

CHARACTERISTICS  OF  THE  CUSS: 

Under  immediate  supervision,  attends  and  cleans  locker  rooms  at  a 
public  swimming  pool,  playground  or  gymnasium;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  following  instructions  in  the  performance 
of  routine  duties  and  making  frequent  public  contacts. 

EXAMPLES  OF  DUTIES: 

1.  Locks  and  unlocks  lockers;  maintains  discipline  in  locker  room 
and  shower  rooms;  reports  acts  of  vandalism  to  supervisor;  checks 
lockers  for  lost  or  forgotten  articles. 

2.  Sweeps,  mops  and  hoses  floors  of  locker  room  and  shower  rooms; 
cleans  lockers;  empties  trash  receptacles;  assembles  used  suits  and 
towels;  cleans  windows  and  polishes  brass. 

3.  May  collect  tickets,  give  information  or  assistance  to  the 
public,  check  valuables  or  perform  other  duties. 

h.     Distributes  and  collects  gymnasium  or  other  equipment;  assists 
recreation  leader  in  the  less  responsible  phases  of  work  at  a  playground 
or  gymnasium . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  high 
school;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  the  knowledge  and  ability 
to:   follow  oral  and  written  instructions;  maintain  order  among  those 
using  recreation  facilities;  meet  with  and  direct  the  activities  of  the 
public  in  a  pleasant,  courteous  and  efficient  manner;  promote  good  public 
relations. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination , 


CLASS  TITLE:  POOL  STEWARDESS  CODE:   320U 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  is  responsible  for  the  business  aspects 
of  the  operation  of  a  swimming  pool;  performs  clerical  functions  such  as 
maintenance  of  records  of  personnel  assigned  to  the  pool,  supplies, 
swim  suits,  towels,  etc.  Gives  information,  supervises  locker  room 
personnel,  cleans  locker  rooms  and  other  facilities;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   handling  cash  receipts,  custody  of 
valuables  belonging  to  swimmers;  swimming  suits,  towels  and  other  city 
property;  supervision  of  locker  room  personnel;  keeping  accurate  records 
and  submitting  required  reports;  making  continuous  public  contacts. 

EXAMPLES  OF  DUTIES: 

1.  Sells  admission  tickets  at  an  assigned  swimming  pool;  collects 
rental  fees  for  suits  and  towels;  checks  valuables  of  swimmers  and 
makes  certain  they  are  returned  to  owner;  sells  script  tickets  and 
maintains  record  of  purchasers;  issues  swim  suits  to  students  using  the 
pool  under  the  school  recreation  program. 

2.  Maintains  discipline  at  counter  and  in  locker  room;  gives 
information  on  programs  and  schedules  over  telephone  and  at  counter; 
checks  locker  keys  and  assigns  and  supervises  locker  room  aides. 

3-  Maintains  daily  time  sheet,  attendance  record  and  report,  record 
of  schools  and  groups  using  the  pool,  record  of  work  of  part-time 
employees,  seasonal  program,  monthly  laundry  report,  cash  receipt  book, 
record  of  supplies  received,  lists  of  supplies  needed,  simple  files  on 
inventories  and  other  information  concerning  the  pool. 

U.  Is  responsible  for  the  proper  staffing  of  the  pool  at  all 
times;  notifies  supervisor  of  changes  in  schedules  of  personnel  assigned 
to  pool  and  telephones  for  extra  personnel  when  needed;  maintains 
bulletin  board;  collects,  folds  and  sorts  laundry;  writes  reports  of  all 
accidents  and  notifies  parents  and  emergency  hospital  if  necessary; 
prepares  reports  of  vandalism  or  of  disciplinary  measures  for  supervisor; 
takes  inventory;  attempts  to  return  to  owner  all  articles  lost  or  found 
at  pool;  maintains  sign-up  lists  of  those  attending  swimming  classes. 

5.  Sorts  suits  and  towels  to  be  sent  to  laundry;  repairs  suits 
and  towels  as  needed;  locks  and  unlocks  lockers  in  locker  rooms;  inspects 
dressing  rooms  and  lavatories  for  cleanliness  and  cleans  them  when 
necessary;  checks  lockers. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  two  years  of  experience  in  counter 
and  clerical  work  involving  public  contact  and  some  elements  of  cash 
accounting,  inventory,  and  record  keeping;  or  an  equivalent  combination 

of  training  and  experience. 


CLASS  TITLE:   POOL  STEWARDESS   (continued)  CODE:  320h 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  and  ability  to: 
maintain  accurate  records  of  operations;  make  reports;  work  with  the 
public;  promote  good  public  relations;  develop  and  maintain  pleasant 
working  relationships  with  other  employees  and  supervise  their  work. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:  BEACH  LIFEGUARD  CODE:   3206 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  patrols  an  assigned  area  of  beach; 
observes  the  activities  of  swimmers  in  the  area;  performs  rescue  oper- 
ations of  swimmers  in  distress;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  performance  of  duties  according  to 
directions  issued  by  supervisor;  making  decisions  under  the  stress  of 
emergency  situations;  maintaining  cleanliness  of  the  beach  and  the 
beach  house;  maintaining  discipline  among  swimmers;  public  safety  in 
directing  the  activities  of  swimmers  and  making  difficult  and  dangerous 
surf  rescues. 

EXAMPLES  OF  DUTIES: 

1.  Patrols  an  assigned  area  of  beach;  supervises  the  conduct  of 
those  using  the  beach;  enforces  rules  and  regulations  governing  the  use 
of  the  beach;  advises  swimmers  of  dangerous  tides,  current  conditions 
or  other  hazards;  prevents  vandalism  or  other  damage  to  the  beach  house 
or  properties. 

2.  Practices  surf  rescue  techniques  daily;  performs  difficult  and 
dangerous  surf  rescues  using  prescribed  equipment  in  accordance  with 
instructions;  administers  artificial  respiration  or  other  first-aid 
treatment  when  required;  maintains  surf  rescue  equipment;  cleans  beach 
house  and  locker  rooms  when  necessary;  locks  entrance  gate  when  beach 
is  closed;  makes  required  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  completion  of  courses  in  life  saving,  surf 
life  saving  and  first-aid  given  by  the  american  red  cross,  and  at  least 
six  months  of  experience  as  a  life  guard;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  practical  knowledge 
of  accepted  theories  and  techniques  of  surf  life  saving  and  first-aid; 
dangerous  tides,  currents  or  other  hazards  peculiar  to  beach  areas. 

Requires  physical  ability  and  skill  to  make  difficult  surf  rescues 
under  hazardous  conditions;  diplomatically  direct  the  activities  of  the 
public;  enforce  beach  regulations. 

License:  Requires  possession  of  current  valid  certificates  in 
life  saving,  surf  rescue,  and  first-aid  issued  by  the  american  red  cross, 

PROMOTIVE  LINES: 

Fo:  Head  Pool  Lifeguard 

From:  Original  entrance  examination 


CLASS  TITLE:   POOL  LIFEGUARD  CODE:   3208 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  safety  of  swimmers 
and  enforcement  of  regulations  at  a  municipally-operated  swimming  pool; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  use  of  judgment  in  the  maintenance  of 
discipline  in  and  around  a  swimming  pool;  rescuing  swimmers  in  distress 
and  administering  artificial  respiration  or  first-aid;  making  continuous 
contacts  with  swimmers  and  the  public. 

EXAMPLES  OF  DUTIES: 

1.  Prevents  drownings  or  other  accidents  in  or  around  a  swimming 
pool  by  constant  observance  of  swimmers;  enforces  safety  and  sanitary 
regulations  and  maintains  order  in  and  around  pool. 

2.  In  emergencies,  makes  swimming  rescues,  employing  accepted 
lifesaving  techniques;  administers  artificial  respiration  or  other 
first-aid  treatments  as  required. 

3.  Inspects  pool,  decks  and  locker  rooms  for  safety  and  clean- 
liness; sweeps  and  vacuums  pool;  cleans  scum  from  gutters  and  scrubs  or 
otherwise  cleans  decks  and  showers. 

U.   Is  responsible  for  security  of  pool  building  when  it  is  closed 
and  makes  necessary  reports,  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  six  months  of  experience  as  a  lifeguard; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  practical  knowledge 
of  the  accepted  theories  and  techniques  of  pool  lifeguarding,  rescue 
work  and  first-aid. 

Requires  physical  ability  and  skill  to  cope  with  emergency  situation, 
be  constantly  vigilant  and  act  with  quick  decision  in  making  rescues  and 
rendering  first-aid. 

License:  Requires  possession  of  a  valid  certificate  in  lifesaving 
and  first-aid  issued  by  the  american  red  cross. 

PROMOTIVE  LINES: 

[o:  Head  Pool  Lifeguard 

From:  Original  entrance  examination 


CLASS  TITLE:   HEAD  LIFEGUARD  CODE:   3210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  supervisory  duties 
in  connection  with  lifeguarding  activities  and  maintenance  of  swimming 
pools  and  beaches;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   assigning  duties  to  lifeguards  and 
other  personnel  in  conformity  with  established  policies  of  recreation 
and  park  department  as  interpreted  by  the  supervisor  of  aquatics;  safety 
of  swimmers  and  custody  and  maintenance  of  pool  and  facilities;  tact- 
fully and  courteously  directing  the  activities  of  the  public  in  attend- 
ance at  swimming  pools. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  and  work  to  a  number  of  pool  lifeguards  and 
beach  lifeguards  and  inspects  the  work  done  by  locker  room  aides  and 
janitors. 

2.  Assigns  and  assists  in  the  work  of  lifeguards  in  cleaning  and 
guarding  the  pool;  directs  and  assists  in  setting  up  chairs  and  tables 
for  swimming  meets  and  aquatic  events. 

3.  Performs  regular  lifeguard  duties  including  scrubbing  the 
sides  of  the  pool  with  clorox  bleach,  hosing  down  the  sides,  bottoms 
and  walkways  of  the  pool,  and  rendering  first-aid  when  required. 

ii.  Is  responsible  for  maintenance  of  order  at  the  pool;  reports 
repairs  required. 

5.  Assigns  lifeguards  to  posts  and  conducts  classes  for  life- 
guards, giving  both  pool  and  surf  tests. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of 
college  or  university,  with  major  course  work  in  physical  education 
and  hygiene,  supplemented  by  at  least  one  year  of  experience  as  a  life- 
guard; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  know- 
ledge of:   lifesaving  and  first-aid  techniques,  including  skill  in  the 
correct  use  of  lifesaving  equipment;  hygiene,  particularly  as  applied 
to  the  use  and  care  of  swimming  pools. 

Requires  the  ability  and  skill  to:  perform  emergency  rescues  in 
a  large  pool;  supervise  the  work  of  others;  maintain  discipline  among 
swimmers  in  and  around  a  pool;  promote  good  public  relations. 

jicense :  Requires  possession  of  a  valid  certificate  of  profici- 
ency in  lifeguarding,  surf  lifesaving  and  first-aid,  issued  by  the 
american  red  cross,  the  Y.M.C.A.  or  the  san  francisco  recreation  and 
park  department. 
PROMOTIVE  LINES: 

ro:  Aquatics  Supervisor 

From:  Beach  Lifeguard 
Pool  Lifeguard 


CLASS  TITLE:  SWIMMING  INSTRUCTOR  CODE:  3212 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  conducts  classes  in  various  phases  of 
swimming  and  other  aquatic  activities  at  an  assigned  swimming  pool; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   conducting  aquatic  activities  according 
to  prescribed  methods  and  policies  of  the  recreation  and  park  department; 
guarding  the  safety  of  pupils  participating  in  swimming  classes  and  the 
public  in  attendance  at  the  pool;  constant  personal  contacts  with  pupils 
and  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Gives  instructions  to  different  age  groups  in  the  various  phases 
of  swimming  and  diving  techniques;  coaches  swimming  teams  and  synchron- 
ized swimming  groups;  maintains  discipline  in  and  around  pool  and  enforces 
the  safety  and  sanitary  regulations  of  the  recreation  and  park  department. 

2.  Supervises  one  or  more  lifeguards  assigned  to  the  pool; 
supervises  and  assists  in  cleaning  and  vacuuming  the  pool  and  the  decks; 
inspects  lifesaving  equipment  on  hand  and  inspects  the  premises  for 
hazards  to  health  and  safety;  reports  any  defects  to  supervisor;  performs 
emergency  rescues  and  administers  artificial  respiration  or  other  first- 
aid  treatments  as  necessary. 

3.  Assures  that  pool  building  is  secure  when  closed;  operates 
chlorination  and  sanitation  plants  and  makes  tests  in  order  to  verify 
that  chlorination  and  water  temperature  conform  to  required  standards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :   Requires  completion  of  two  years  of 
college  or  university,  with  major  course  work  in  physical  education. 

Requires  at  least  one  year  of  experience  in  swimming  instruction; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  swimming,  diving,  synchronized  swimming,  lifesaving  and  first-aid 
techniques. 

Requires  the  ability  to:   successfully  impart  to  others  the  theory 
and  application  of  swimming  and  allied  techniques;  supervise  the  work  of 
others;  work  with  the  public,  using  tact  and  diplomacy  to  promote  good 
public  relations;  demonstrate  proper  swimming  techniques  and  make 
rescues  when  necessary. 

License:  Requires  possession  of  current  certificates  in  swimming 
instruction  and  first-aid  issued  by  the  american  red  cross,  I.M.C.A.,  or 
the  san  francisco  recreation  and  park  department. 
PROMOTIVE  LINES: 

To:   Senior  Swimming  Instructor 

From:   Original  entrance  examination 


CUSS  TITLE:      SENIOR  SWIMMING  INSTRUCTOR  CODE:      3211* 

CHARACTERISTICS   OF  THE  CLASS: 

Under  general  supervision,  directs  aquatic  activities  at  an  assigned 
swimming  pool;  conducts  and  supervises  swimming  classes;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   administering  a  program  of  aquatics  at 
an  assigned  swimming  pool  according  to  the  policies,  rules  and  regula- 
tions of  the  recreation  and  park  department;  the  custody  of  pool  apparatus 
and  equipment;  making  constant  contacts  with  individuals  or  groups  inter- 
ested in  the  activities  of  the  aquatics  division;  using  good  judgment  in 
various  phases  of  supervision  of  an  aquatics  program;  public  safety  in 
pool  activities. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  operation  of  a  swimming  pool  and  all  assigned  per- 
sonnel; develops,  directs  and  administers  aquatics  program;  supervises 
the  teaching  of  swimming  and  diving  classes  for  beginners  and  advanced 
students,  and  the  coaching  of  swimming  teams,  water  games  and  synchro- 
nized swimming  groups. 

2.  Is  responsible  for  the  enforcement  of  safety  and  sanitary  regu- 
lations and  maintenance  of  order  in  and  around  pool  and  in  the  locker 
room. 

3.  Directs  and  assists  in  cleaning  and  vacuuming  the  pool,  decks 
and  locker  rooms,  the  inspection  of  lifesaving  equipment  on  hand,  the 
inspection  of  premises  for  safety  hazards  or  improper  sanitary  conditions 
and  rescue  operations  and  the  administration  of  first-aid. 

h-     May  perform,  as  well  as  supervise,  all  of  the  above  duties;  in 
addition,  operates  and  makes  minor  repairs  to  the  sanitation  plant  of 
the  pool  and  makes  tests  to  verify  that  chlorination  and  water  tempera- 
ture conform  to  required  standards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of 
college  or  university,  with  major  course  work  in  physical  education. 

Requires  at  least  two  years  of  experience  as  a  swimming  instructor; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  the  principles  and  techniques  of  swimming  instruction,  lifesaving  and 
first-aid  and  how  to  apply  them  effectively  to  an  aquatic  recreational 
program. 

Requires  the  ability  to:   supervise  the  work  of  subordinates  engaged 
in  guarding  the  public  safety;  direct  the  activities  in  such  a  manner  as 
to  insure  the  safety  of  those  in  attendance  and  at  the  same  time  promote 
good  public  relations;  successfully  impart  to  others  the  theory  and 
application  of  swimming  techniques. 


CLASS  TITLE:   SENIOR  SWIMMING  INSTRUCTOR  (continued)        CODE:   3211; 

License:  Requires  possession  of  current  certificates  in  swimming 
instruction,  lifesaving  and  first-aid  issued  by  the  american  red  cross, 
Y.MoC.A.  or  the  san  francisco  recreation  and  park  department. 

PROMOTIVE  LINES: 

To:  Aquatics  Supervisor 

From:   Swimming  Instructor 


CLASS  TITLE:  AQUATICS  SUPERVISOR  CODE:   3216 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes,  supervises  and  directs 
all  aquatic  activities  and  programs  of  the  recreation  and  park  depart- 
ment; trains  and  supervises  personnel  of  the  aquatics  division;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   the  execution  and  interpretation  of 
departmental  policy  regarding  the  aquatics  program;  the  supervision  of 
the  custody  and  maintenance  of  properties  such  as  swimming  pools  and 
buildings,  suits,  towels  and  other  equipment  necessary  for  the  opera- 
tion of  swimming  pools;  the  use  of  sound  judgment  in  making  decisions 
which  may  involve  public  health  and  safety. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  to  and  inspects  the  work  of  subordinates  at  in- 
door and  outdoor  swimming  pools  and  beaches;  interprets  departmental 
policies  and  rules  of  conduct  to  employees;  organizes  classes  of  swim- 
ming instruction  and  directs  teaching  methods;  organizes  and  attends 
in-service  training  classes  for  department  personnel. 

2.  Answers  written  and  oral  questions  regarding  the  operation, 
organization  and  programming  of  the  aquatics  division;  reviews  various 
reports  such  as  attendance  reports  and  supply  inventories;  prepares 
schedule  of  personnel  assignments  and  pool  activities;  compiles  and 
submits  budget  requests  for  aquatics  division. 

3.  Consults  and  cooperates  with  various  civic  and  service  organi- 
zations and  governmental  agencies  in  the  development  and  promotion  of 
aquatic  programs;  inspects  aquatic  units  for  safety  and  sanitary  opera- 
tion. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  recreation  or  physical  education. 

Requires  at  least  five  years  of  experience  in  recreation  work,  in- 
cluding at  least  two  years  in  a  responsible  capacity  in  a  program  of 
aquatics;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  know- 
ledge of:   aquatic  activities,  including  the  safe  and  sanitary  operation 
and  maintenance  of  swimming  pools;  lifesaving  techniques;  swimming  in- 
struction; first-aid  treatment;  recreational  theory  and  practice. 

Requires  the  ability  to  organize  a  comprehensive  program  of  aqua- 
tics and  direct  the  activities  and  personnel  of  such  a  program. 


CLASS  TITLE:  AQUATICS  SUPERVISOR   (continued)  CODE:   3216 

License:  Requires  possession  of  a  certificate  as  a  registered  re- 
creation leader  issued  by  the  state  board  of  recreation  personnel;  re- 
quires certificates  in  lifesaving,  swimming  instruction  and  first-aid 
issued  by  the  American  Red  Cross,  Y.M.C.A. ,  or  the  San  Francisco  recre- 
ation and  park  department. 

PROMOTIVE  LINES: 

To:  Recreation  Assistant  Superintendent 

From:  Senior  Swimming  Instructor 
Recreation  Area  Supervisor 
Supervising  Recreation  Leader 


CUSS  TITLE:  ASSISTANT  RANGEMASTER  CODE:   3220 

CHARACTERISTICS  OF  THE  CUSS: 

Under  immediate  supervision,  assists  in  the  registration  of 
participants  and  the  collection  of  fees  at  the  municipal  rifle  range; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  calling  start  and  finish  of  relays 
over  public  address  system  and  other  phases  of  the  operation  of  a  rifle 
range,  involving  public  safety  factors;  making  continuous  public  contacts; 
collecting  and  accounting  for  range  fees  and  making  required  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  organizing  and  administering  the  general  program  of 
instruction  for  individuals  and  the  general  public  in  the  proper  use 

of  small  and  large  bore  rifles  and  revolvers. 

2.  Accepts  registrations,  collects  fees  and  maintains  records  of 
accounts  and  prepares  related  reports. 

3.  Uses  public  address  system  to  call  start  and  finish  of  relays. 
h.     May  assist  in  organizing  and  administering  competitive  shooting 

matches. 

5.  May  assist  in  supervising  the  general  public  in  the  operation 
and  maintenance  of  the  rifle  range . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  six  months  of  experience  in  the  oper- 
ation of  a  rifle  or  pistol  range  under  the  auspices  of  the  national 
rifle  association;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
the  safe  use  of  firearms  in  the  operation  of  a  public  rifle  range; 
principles  of  handling  cash  and  accounting  for  receipts  for  registration 
and  participation. 

Requires  ability  to  control  and  supervise  teams  or  relays  of 
shooters  in  accord  with  accepted  safety  practices. 

PROMOTIVE  LINES: 

To:  Rangemaster 

From:  Original  entrance  examination 


CLASS  TITLE:  RANGEMASTER  CODE:   3222 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  th  .  safe  operation  and 
use  of  the  municipally-owned  rifle  range;  closely  observes  and  supervises 
the  activities  of  shooters;  enforces  safety  regulations;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  the  safety  of  shooters  and  spectators; 
making  extensive  contacts  with  the  public  and  rifle  team  officials. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  general  public  in  using  the  rifle  range;  assigns 
targets  to  shooters  and  enforces  safety  regulations. 

2.  Conducts  classes  of  instruction  in  ballistics  and  use  of  small 
and  large  bore  rifles  and  revolvers;  gives  individual  instructions  in 
these  subjects. 

3.  Organizes  and  administers  competitive  matches;  may  accept 
registrations  and  collect  fees  and  assist  in  the  maintenance  of  proper 
records  in  this  connection. 

U.  May  use  public  address  system  to  call  start  and  finish  of 
relays . 

5.  Makes  required  reports  in  connection  with  the  operation  of  the 
range . 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  two  years  of  experience  as  a 
rangemaster  or  assistant  rangemaster  at  a  rifle  or  pistol  range  operated 
under  the  auspices  of  the  national  rifle  association;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   small  arms,  especially  those  commonly  used  at  a  public  rifle  range; 
safety  rules  and  regulations  prescribed  by  the  national  rifle  associ- 
ation for  the  operation  of  a  rifle  range;  ballistics  and  the  care  and 
use  of  firearms . 

Requires  the  ability  to:   organize  and  supervise  the  activities  of 
a  large  number  of  shooters;  meet  and  deal  with  the  public  in  a  courteous 
and  effective  manner;  coordinate  the  work  of  rifle  team  officials  in 
organizing  competitive  matches;  effectively  instruct  in  the  use  of  small 
arms. 

PROMOTIVE  LINES: 

r_o:  No  normal  lines  of  promotion 

From:  Assistant  Rangemaster 

Original  entrance  examination 


CUSS  TITLE:  GOLF  COURSE  STARTER  CODE:   3226 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  at  a  municipal  golf  course,  assigns 
starting  times  for  players,  collects  green  fees  and  other  charges;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  supervising  the  activities  at  a 
municipal  golf  course  according  to  the  recreation  and  park  department 
policies  as  interpreted  by  the  supervisor;  the  custody  of  city  property; 
the  handling  of  cash  receipts;  supervision  of  the  caddies;  making 
constant  public  contacts. 

EXAMPLES  OF  DUTIES: 

1.  Receives  requests  for  playing  times  and  assigns  time  according 
to  schedule. 

2.  Collects  and  accounts  for  daily  fees,  monthly  registration  fees, 
monthly  card  fees,  reservation  fees,  and  local  fees  where  these 
facilities  exist. 

3.  Interprets  and  enforces  rules  of  the  department  regarding  the 
use  of  the  golf  course  and  may  be  called  upon  to  settle  disputes  among 
players . 

k.     Requisitions  materials  and  supplies  and  assigns  and  supervises 
caddies. 

5.  Issues  applications  and  qualification  cards  for  junior  players. 

6.  Supervises  tournament  play  on  the  particular  course. 

7.  Is  responsible  for  the  use,  condition  and  security  of  the 
clubhouse  and  locker  rooms . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  four  years  of  experience  in  a  position  which 
involves  considerable  public  contact  and  the  handling  and  accounting  for 
of  cash  receipts;  or  an  equivalent  combination  of  training  and  experience, 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of  the 
handling  of  and  accounting  for  cash  receipts;  the  rules  and  techniques 
of  golf  and  golf  course  operation. 

Requires  the  ability  to  meet  and  deal  with  the  public  in  a  tactful, 
courteous  manner. 

PROMOTIVE  LINES: 

To:     No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE ?      GOLF  COURSE    OPERATIONS  SUPER7IS  CODE:      3228 

:S   OF  THE  CLASS: 

ier  general  direction,  supervises  the  operations  of  municipal 
golf  courses;  assigns  and  supervises  golf  course  starters  and  jani- 
torial personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for-   assignment  of  personnel,  supervi- 
sion of  the  handling  of  cash  receipts;  interpretation  of  departmental 
policies  to  employees;  establishing  rules  for  the  conduct  of  players 
and  employees;  making  frequent  contacts  with  tournament  officials  and 
the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Is  responsible  for  direct  supervision  and  regular  daily 
inspection  of  several  golf  courses  and  other  locations  to  insure 
proper  care  and  maximum  use. 

2.  Assigns  and  supervises  the  work  of  golf  course  starters  and 
janitors  at  municipal  golf  courses. 

3.  Schedules,  and  recommends  for  approval,  tournaments  and 
special  events  at  certain  courses, 

k-      Draws  up  rules  pertaining  to  the  use  of  golf  courses,  the 
conduct  of  the  players  and  ground  rules, 

5.  Interprets  rules,  regulations  and  policies  to  assigned  em- 
ployees; supervises  the  golf  reservation  system. 

6.  Directs  the  preparation  of  balboa  stadium  golden  gate  park 
stadium  and  polo  field  for  special  events. 

7.  Checks  tickets  and  accounts  for  receipts  at  all  paid  events; 
prepares  requisitions  for  materials  and  supplies  and  work  orders  as 
necessary;  makes  regular  and  special  reports;  handles  correspondence 
pertaining  to  units  supervised. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of 
college  or  university,  with  major  course  work  in  recreation. 

Requires  at  least  five  years  of  experience  in  golf  course  man- 
agement; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of 
the  rules  of  golf  and  the  operations  of  golf  courses  together  with 
the  business  operations  of  handling  of  and  accounting  for  tickets 
and  cash  receipts. 

Requires  the  ability  to  assign  and  supervise  personnel  employed 
at  scattered  locations;  deal  with  tournament  officials,  concession- 
aires and  others  interested  in  golf  course  operations. 

PROMOTIVE  LINES: 

To-  No  normal  line  of  promotion. 

From:   Original  entrance  examination 


CLASS  TITLE;  ASSISTANT  HARBORMASTER  CODE:   3232 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  in  patrolling  and  inspecting  yacht 
harbor  berths  and  facilities  on  a  night  shift;  assigns  berths  and  deals 
with  boat  owners  and  the  general  public  to  prevent  damage  to  property 
and  harbor  facilities;  and  performs  related  duties  as  required. 

Work  involves  continuous  exposure  to  minor  accident  and  injury 
hazards  and  some  intermittent  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Patrols  the  yacht  harbor  to  prevent  vandalism  and  provide  pro- 
tection to  yachtsmen  and  harbor  facilities  on  a  particular  shift. 

2.  Inspects  docks  to  prevent  encroachments  and  obstructions  that 
might  endanger  navigation. 

3.  Exercises  police  power  in  patrol  work  and  enforcement  of  city 
ordinances  as  related  to  the  yacht  harbor;  registers  watchman  clock  at 
several  established  stations  on  each  round. 

\x.  Assigns  berths  to  visiting  boats. 

5.  May  supervise  boat  race  activities. 

6.  Prepares  occasional  requisitions  as  required. 

7,  Prepares  weekly  reports  on  work  accomplished  or  to  be  done. 

8,  Maintains  index  file  of  boat  information. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  two  years  of  experience  in 
police  type  or  guard  duties;  or  an  equivalent  combination  of  training 
and  experience. 

iQwledge,  Abilities  and  Skills:  Requires  working  knowledge  of: 
city  ordinances  and  federal  regulations  pertaining  to  harbors  and  rivers 
as  applied  to  the  operation  of  a  recreational  boating  facility. 

Requires  ability  to  deal  courteously  and  effectively  with  the 
general  public  and  visiting  yachtsmen,  officials  and  others,  and  prepare 
and  maintain  simple  records. 

PROMOTIVE  LINES: 

To:   Harbormaster 

From:   Original  entrance  examination 


CLASS  TITLE:  HARBORMASTER  CODE:   323k 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responible  for  the  patrolling  and  in- 
specting of  yacht  harbor  berths  and  facilities;  assigns  berths  and  deals 
with  boat  owners  and  the  general  public  to  prevent  damage  to  navigation 
or  pollution  of  harbor  facilities;  and  performs  related  duties  as  required. 

Work  involves  continuous  exposure  to  minor  accident  and  injury  hazards 
and  some  intermittent  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  work  schedules  to  assistant  harbormasters  on  other 
shifts. 

2.  Assigns  berths  to  visiting  boats. 

3.  Makes  inspections  of  all  harbor  facilities  and  work  required 
by  private  contractors  to  see  that  the  proper  permits  are  involved  and 
that  the  work  is  carried  on  within  prescribed  limits. 

k.      Patrols  the  yacht  harbor  to  prevent  violation  of  city  ordinances 
and  provide  protection  to  yachts  and  boats. 

5.  Inspects  docks  to  prevent  encroachments  and  obstructions  that 
might  endanger  navigation. 

6.  Exercises  police  power  in  patrol  work  and  protection  of  city  and 
private  property  in  yacht  harbor. 

7.  Prepares  requisitions  for  repair  of  sidewalks,  piers,  floats, 
sea  wall,  etc. 

8.  May  supervise  boat  race  activities. 

9.  Prepares  weekly  reports  on  boats  used  and  vacant  berths. 
10.  Maintains  index  file  of  boat  information. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  three  years  experience  in  patrolling  and 
operating  recreational  boating  facilities;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge  of 
city  ordinances  and  federal  regulations  relating  to  harbor  and  rivers  as 
applied  to  the  operation  of  a  recreational  boating  facility. 

Requires  ability  to  deal  courteously  and  effectively  with  the  general 
public  and  visiting  yachtsmen  and  others  and  prepare  and  maintain  simple 
records  and  reports. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Assistant  Harbormaster 


CLASS  TITLE:   DANCE  INSTRUCTOR  CODE:   3238 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  plans  and  conducts  groups  instructions  in  folk, 
square,  and  round  dancing;  and  performs  related  duties  as  required. 

Requires  responsibility  for  stimulating  interest  in  folk  dance 
instructions  and  conducting  classes  in  accordance  with  recreation  and 
park  department  policy  and  the  directions  of  the  supervisor;  continual 
personal  contact  with  students  and  the  general  public;  initiative  and 
creativeness  in  planning  lessons  and  dance  programs. 

EXAMPLES  OF  DUTIES: 

1.  Teaches  folk,  square  and  round  dancing  to  all  age  groups  at 
various  recreational  centers. 

2.  Prepares  lesson  content  for  each  class  to  coincide  with  the 
ability  and  degree  of  advancement  of  the  groups. 

3.  Attends  special  classes,  whenever  available,  in  search  of  new 
dances  and  techniques  for  introduction  into  the  dance  instruction  pro- 
gram; participates  in  special  programs  and  exhibits  for  special  events. 

h.  Consults  with  community  groups  in  order  to  develop  dance  pro- 
jects to  meet  the  needs  of  the  locality. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  the  dance  and  recreation. 

Requires  at  least  six  months  of  experience  in  dance  instruction; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge 
of  various 'phases  of  folk,  square  and  round  dancing  and  some  knowledge 
of  the  field  of  recreation. 

Requires  the  ability  to:   originate,  plan  and  develop  interest  in 
a  program  of  diversified  dancing;  establish  and  maintain  effective 
personal  contact  with  students,  associates  and  the  general  public; 
effectively  instruct  in  the  dance. 

PROMOTIVE  LINES: 

To:   Supervisor  of  Dramatics  and  Dancing 

'rom:   Original  entrance  examination 


CUSS  TIT,  32UO 

CHARACTER  I 

and  conci  istruction 

in  drama'  al  activities:  id  duties 
as  requi: 

Req..  i  i'ficient  mi  Lonj   the 

custody  of  mes  and  other  proj  orts  and 

keeping  reco  ! ;   extensive  personal  students, 

groups,   orgai  general  public. 

EXAMPLES  OF   I 

1.  Is  res]  conducting  individu  i  :ies  of  all 
phases  oi  |  Jhniquej  conducts  j  -ind  presen- 
tations at 

2.  Cor.  .  .5  in  drama,  consisti:.-          ,  basic 
training,  orrection,  pi _-.;.  ;.  antomine  and 
makeup . 

3.  Mak  lay  productions j               ,  rehearsals, 
presentations  a  1  supe]  rises  the  stage  setting;  ;hting,  sound 
effects,  p 

k.      Orga  bs  groups  in  legitime  .r  plays, 

TV  programs,  -  lucts  discussions  and         oi  same  and 

summarizes  ed. 

MINIMUM  3UAI 

Tra^  es  compl'  a  college 

or  u  .^gree,  with  m  .  k  in 

drama  an  1 

of  experience  i  .-.struction; 

or  an  eq  t  raining  and  expe. 

Require-  .ledge  of 

various  ph"  :  teaching  method.  .-.ledge  of 

recreational 

Require-  teach  dramatics;  mee-  I  Pply 

superior  : 

PROMOTIVE 

To:  • ics  and  Dancing 

Fron:  examination 


CUSS  TITLE:  DRAMATICS  AND  DANCING  SUPERVISOR  CODE:   32U2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes,  directs  and  promotes  a 
program  of  dramatics  and  dancing  activities  as  part  of  a  comprehensive 
recreation  program;  acts  as  a  staff  consultant  on  recreational  activities 
involving  dramatics  or  dancing;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  the  execution  and  development  of  broad 
policies  as  defined  by  superiors;  supervision  of  the  custody,  maintenance 
and  repair  of  the  properties  of  the  drama  and  dancing  division;  the  pre- 
paration and  submission  of  operating  reports  and  budget  estimates;  the 
analyses  of  community  requirements  as  related  to  dramatics  and  dance 
programs  involving  the  use  of  considerable  initiative  and  judgment  in 
their  promotion,  planning  and  direction. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  to  and  reviews  the  completed  work  of  subordinate 
employees;  interprets  departmental  policies  and  rules  to  employees;  plans, 
directs  and  promotes  the  various  activities  of  the  drama  and  dance  divi- 
sion; schedules  weekly  programs  for  all  age  groups  and  in  addition,  plans, 
organizes  and  directs  special  drama  and  dance  activities. 

2.  Selects  suitable  materials  for  various  programs;  directs  the 
cataloging  and  maintenance  of  a  central  play  library  and  folk  dance  file 
for  city  wide  use;  prepares  scripts  and  narrative  material;  arranges 
choreography  and  designs  costumes  for  dance  programs;  directs  the  purchase 
of  costumes  or  materials  for  costumes;  reviews  costume  inventory  regularly. 

3-   Conducts  in-service  training  for  drama  and  dance  division  staff 
and  other  recreation  personnel;  consults  with  recreation  personnel  in 
planning  programs  to  be  given  at  various  recreation  units  on  special 
occasions;  reviews  program  content  for  all  events  involving  drama  and 
dance  activities. 

Cooperates  with  other  employees  of  the  recreation  and  park 
department  and  civic  or  neighborhood  groups  in  promoting,  organizing 
and  directing  city  wide  civic  events;  plans  programs  given  by  the  drama 
and  dance  division  for  public  agencies,  charitable  and  philanthropic 
organizations;  supervises  the  recreation  staff  and  the  activities  con- 
ducted at  story  land. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  the 
dramatic  arts  and  recreation. 

Requires  at  least  five  years  experience  in  recreational  leadership, 
including  two  years  in  a  responsible  capacity  in  a  program  of  dramatic 
arts;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   DRAMATICS  AND  DANCING  SUPERVISOR  CODE:  32h2 

( Continued ) 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
various  phases  of  dramatic  arts  and  dancing,  especially  as  applied  to  a 
large  recreational  program. 

Requires  outstanding  ability  in  dramatics  instruction;  oral  and 
written  expression;  planning,  developing  and  coordinating  a  program  of 
dramatics  and  dancing  as  a  part  of  a  comprehensive  recreation  program. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 
Dance  Instructor 
Drama  Instructor 


CLASS  TITLE:  MUSIC  ASSISTANT  CODE:   32h6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  the  technical  aspects  of  the 
operation  of  a  program  of  musical  activities;  and  performs  related  duties 
as  required. 

Requires  responsibility  for  carrying  out  generalized  instructions, 
requiring  use  of  initiative  and  judgment  in  making  musical  arrangements 
and  researching  new  materials. 

EXAMPLES  OF  DUTIES: 

1.  Makes  charts  of  simplified  arrangements  and  rearranges  old  scores; 
prepares  music  stencils  for  all  divisions  as  required,  including  maintenance 
of  a  community  singing  book  and  preparation  of  song  texts  for  mimeographing; 
arranges,  harmonizes  and  prepares  mimeographs  for  special  holiday  music  for 
departmental  choruses. 

2.  Arranges  choral,  toy  symphony,  folk  songs  and  folk  dance  music 
for  departmental  use;  arranges  and  makes  toy  symphony  charts;  prepares  and 
mimeographs  programs  for  recreation  musicales. 

3.  Copies  orchestrations  and  arrangements  when  necessary. 

k.      Does  research  in  departmental  music  library  and  public  libraries 
for  new  materials. 

5>.  May  do  sign  lettering  and  art  work  for  posters  and  covers  for 
music  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
music. 

Requires  at  least  four  years  of  experience  as  a  professional  musician 
or  music  teacher;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
choral  arranging,  harmony,  counterpoint  and  all  phases  of  general  music. 

Requires  ability  and  skill  to:   arrange  music  for  choral  groups  and 
orchestras;  maintain  music  files;  apply  artistic  talent  in  designing 
posters  and  covers  for  music  programs;  carry  out  generalized  instructions. 

PROMOTIVE  LINES: 

To:   Orchestra  Instructor 

From:   Original  entrance  examination 
Pianist 


CLASS  TITLE:   PIANIST  CODE:   32U8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  provides  piano  accompaniment  for  various 
recreational  activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  musical  assignments  accord- 
ing to  instructions  and  well  defined  policies,  involving  making  constant 
contacts  with  those  participating  in  musical  recreational  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plays  the  paino  for  vocal  groups,  folk  dance  groups,  toy  sym- 
phonies, ballet  classes,  playground  music  periods,  special  programs,  and 
program  rehearsals. 

2.  May  teach  folk  singing  or  conduct  and  instruct  various  orchestral 
or  vocal  groups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  at  least  five  years 
of  musical  training  at  a  conservatory  of  music  or  at  a  college  or  univer- 
sity with  a  recognized  department  of  music. 

Requires  at  least  one  year  of  experience  as  a  professional  pianist 
or  piano  instructor;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
musical  theory,  including  skill  and  ability  to:  play  the  piano  as  an 
accompanist  or  soloist;  sight  read  piano  music;  work  successfully  with 
the  public  in  various  recreational  musical  activities. 

PROMOTIVE  LINES: 

To:   Music  Assistant 

From:   Original  entrance  examination 


CLASS  TITLE:   ORCHESTRA  INSTRUCTOR  CODE:   3250 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  instructs,  rehearses  and  conducts  the  recreation 
department  symphony  orchestra;  and  performs  related  duties  as  required. 

Requires  responsibility  for  organizing  and  conducting  a  volunteer 
amateur  orchestra  with  wide  latitude  for  independent  judgment  and  action 
in  matters  such  as  methods  of  conducting,  selection  of  repertoire  and 
assignment  of  volunteer  musicians. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  civic  symphony  orchestra  rehearsals  weekly  and  extra 
rehearsals  whenever  necessary  for  special  programs  and  events;  conducts 
the  recreation  symphony  in  two  concerts  each  year. 

2.  Gives  individual  instruction  to  various  members  of  the  orchestra 
whenever  necessary. 

3.  Writes  special  musical  arrangements;  studies  new  scores  for 
possible  performance. 

k.     Recruits  new  orchestra  members;  personally  reviews  all  applica- 
tions. 

5>.  Makes  recommendations  to  the  supervisor  of  music  regarding 
purchase  of  new  music  and  instruments;  uses  material  from  the  recreation 
library,  public  library,  university  of  California  library  and  other 
sources  in  arranging  music  for  concerts. 

6.  Arranges,  by  correspondence  or  personal  contact,  clearance  with 
the  musician's  union  for  members  playing  in  concerts. 

7.  Keeps  supervisor  of  music  fully  informed  regarding  programs, 
progress  of  individual  members  of  the  orchestra,  condition  of  instruments 
and  other  related  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  at  least  five  years 
of  musical  training  at  a  conservatory  of  music,  or  at  a  college  or  univer- 
sity with  a  recognized  department  of  music. 

Requires  at  least  six  years  of  experience  as  a  professional  musician, 
musical  instructor,  orchestral  conductor,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  music,  including  orchestration,  arrangement,  conducting  and  instruction. 

Requires  outstanding  ability  and  skill  to  organize,  conduct  and 
instruct  an  amateur  recreation  orchestra;  to  play,  professionally,  at 
least  two  orchestral  instruments;  apply  leadership  qualities  in  organiz- 
ing, directing,  and  instructing  a  group  of  amateur  musicians. 


CLASS  TITLE:  ORCHESTRA  INSTRUCTOR  (Continued)  CODE:   32^0 

PROMOTIVE  LINES: 

To:  Supervisor  of  Music 

From:  Music  Assistant 

Original  entrance  examination 


CUSS  TITLE:   MUSIC  SUPERVISOR  CODE:   3252 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  directs  a  program  of 
musical  activities  as  part  of  a  comprehensive  recreational  program;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   the  development  of  a  broad  program  of 
musical  activities  according  to  broadly  defined  departmental  policies; 
supervision  of  the  custody,  maintenance  and  repair  of  departmental  pro- 
perties such  as  musical  instruments  and  files  of  music;  making  personal 
contacts  with  recreation  division  staff  in  the  coordination  of  activities 
and  the  representation  of  the  music  division  before  civic  or  community 
organizations  or  groups;  submission  of  operational  reports  and  annual 
budget  estimates;  analyses  of  the  needs  of  the  community  insofar  as 
public  musical  recreation  is  concerned;  the  use  of  initiative  and  judgment 
in  the  planning,  direction  and  promotion  of  a  program  to  fill  these  require- 
ments. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  coordinates  and  directs  all  of  the  activities 
of  the  music  division;  arranges  programs  and  schedules;  selects  instruc- 
tors and  musical  materials,  supplies,  equipment  and  instruments  for 
various  regularly  scheduled  and  special  musical  activities  or  events. 

2.  Assigns  duties  to  and  directs  the  activities  of  pianists  and 
recreation  leaders;  prepares  budget  estimates  and  requests  for  equipment 
and  supplies;  directs  the  loan,  use,  maintenance  and  repair  of  all 
instruments  and  music  files;  coordinates  the  musical  activities  of  play- 
grounds and  recreation  centers  in  their  participation  in  special  musical 
events  or  in  other  activities  which  involve  the  music  division;  inter- 
prets to  departmental  employees  the  policy  of  the  music  division; 
conducts  in-service  training  classes  for  music  division  employees  and 
other  recreation  personnel. 

3.  Instructs  and  directs  certain  groups  participating  in  the 
musical  activities  program  of  the  recreation  and  park  department  such 
as  the  adult  chorus,  teen  chorus,  senior  citizens  chorus  and  children's 
choruses;  speaks  before  various  groups  on  the  activities  of  the  music 
department  and  represents  the  department  before  wusioal  groups,  community 
organizations  and  other  groups  interested  in  the  recreational  musical 
programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  at  least  five  years 
of  musical  training  at  a  conservatory  of  music,  or.  at  a  college  or  univer- 
sity with  a  recognized  department  of  music. 

Requires  at  least  eight  years  of  experience  as  a  professional 
musician,  musical  instructor  or  orchestra  conductor,  including  two  years 
in  a  responsible  administrative  capacity  in  a  large  program  of  recre- 
ational musicial  activities;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:  MUSIC  SUPERVISOR  (Continued)  CODE:   32^2 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:  various  phases  of  a  recreational  program  of  musical  activities; 
musical  literature  suitable  for  a  wide  range  of  community  and  group  use; 
musical  terminology  and  musical  theory. 

Requires  the  ability  and  skill  to:  work  and  supervise  musical  groups, 
especially  bands,  orchestras  and  choruses;  plan  and  supervise  city  wide 
musical  events;  plan,  organize,  coordinate  and  direct  the  work  of  others; 
play  the  piano  and  one  other  orchestral  instrument  professionally. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Orchestra  Instructor 

Original  entrance  examination 


CUSS  TITLE:   PHOTOGRAPHY  INSTRUCTOR  CODE:   3256 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  instructs  individuals  and  groups  in 
various  aspects  of  photographic  technique  as  part  of  a  general  recreation 
program;  maintains  and  operates  photographic  equipment;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  teaching  photography  and  developing 
techniques  according  to  instructions  from  the  director  of  photography; 
the  correct  use  of  dark  room  and  developing  equipment;  extensive  public 
contact;  maintenance  of  the  records  of  the  photography  center. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  classes  and  gives  individual  instructions  in  photogra- 
phy and  dark  room  techniques,  including  use  and  care  of  developing, 
enlarging  and  other  equipment;  counsels  with  and  advises  photography 
students. 

2.  Prepares  dark  room  for  use;  checks  and  repairs  equipment; 
prepares  projects  and  materials  in  connection  with  photographic  com- 
petitions, displays  and  special  programs. 

3.  Interviews  and  registers  new  members;  collects  dues  and 
membership  cards . 

h.     Conducts  guided  tours  through  the  photography  center. 

5>.  May  act  for  the  director  in  his  absence;  prepares  records  of 
photography  center  memberships  and  performs  related  clerical  duties  in 
connection  with  the  activities  of  the  photography  center. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at.  least  two  years  of  experience  as  a  professional 
photographer  or  photography  instructor;  or  an  equivalent  combination 
of  training  and  experience . 

r'.novjledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  theory  and  practice  of  modern  photography,  including  dark  room 
techniques  and  the  use  of  developing  and  enlarging  equipment;  the  field 
of  recreation  as  it  applies  to  a  program  of  amateur  photography 
instructions. 

Requires  considerable  ability  and  skill  to  use  various  photographic 
equipment  and  instruct  others  in  its  use. 

PROMOTIVE  LINES: 

To:   Photography  Director 

From:  Original  entrance  examination 
Photographer 


CLASS  TITLE:   SENIOR  PHOTOGRAPHY  INSTRUCTOR  CODE:   3257 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  operation  of  the  public  photography- 
center  and  in  the  planning,  development  and  coordination  of  special  photo- 
graphy programs;  performs  technical  work  in  photography  instruction; 
assists  in  the  supervision  of  photography  instructors;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:  explaining  and  enforcing  existing 
policies  and  methods  to  students,  organizations  and  staff  members;  con- 
trolling the  use  of  the  photography  center  building,  its  facilities, 
equipment  and  supplies;  making  continuing  public  contact;  maintaining 
various  records  of  the  photography  center  and  its  operations. 

EXAMPLES  OF  DUTIES: 

1.  Assumes  responsible  charge  for  the  details  of  operation  of  the 
photography  center;  administers  daily  work  schedule  of  the  photography 
instructors  and  develops  and  prepares  various  special  assignments  as 
directed. 

2.  Acts  for  the  director  in  his  absence;  prepares  records  of  photo- 
graphy center  memberships  and  maintains  various  other  records  of  the 
operation  of  the  photography  center. 

3.  Conducts  guided  tours  through  the  photography  center;  interviews 
prospective  members;  .furnishes  information  to  the  general  public  or 
groups  interested  in  the  activities  of  the  photography  center. 

4.  Prepares  supplies  and  equipment  for  use  by  instructors  and 
students  of  the  center;  enforces  adherence  to  the  rules  of  the  photo- 
graphy center  pertaining  to  the  use  of  such  supplies  and  equipment. 

5>.  May  give  lectures  to  photography  classes  and  otherwise  instruct 
groups  and  individuals  in  the  technical  phases  of  photography. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  recreation. 

Requires  at  least  three  years  of  experience  as  a  professional  photo- 
grapher or  photography  instructor;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  theory  and  practice  of  modern  photography,  including  dark  room  tech- 
niques and  the  use  of  developing  and  dark  room  equipment;  modern 
recreational  theory  and  practice,  particularly  as  it  applies  to  a 
program  of  photography  instruction. 

Requires  considerable  ability  and  skill  to:   use  photography  equip- 
ment and  instruct  and  supervise  others  in  its  use;  make  personal  contacts 
with  staff  members,  individuals,  groups  and  the  general  public. 

PROMOTIVE  LINES: 

To:  Photography  Director 

From:  Photography  Instructor 


CLASS  TITLE:   PHOTOGRAPHY  DIRECTOR  CODE:   3258 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  operation  of  the 
public  photography  center  and  the  planning,  development  and  direction 
of  special  photography  programs;  performs  difficult,  technical  work 
in  photography  instruction;  supervises  a  staff  of  photography  instruc- 
tors; and  performs  related  duties  as  required. 

Requires  responsibility  for:  executing  the  photography  program 
in  conformance  with  the  broad  policies  of  the  department;  controling 
the  use  of  buildings  and  facilities;  making  personal  contacts  with 
individual  students,  classes  and  the  general  public;  analyzing  the 
needs  of  the  photography  center  and  using  considerable  initiative  and 
judgment  in  executing  the  program. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  delivers  lectures  on  various  aspects  of  photo- 
graphy and  plans  special  events  such  as  the  annual  photography  day, 
field  trips  and  competitions. 

2.  Develops  and  directs  various  specialized  photography  courses 
given  at  the  photography  center  and  assigns  duties  to  subordinate 
employees. 

3.  Consults  with,  reviews  and  supervises  the  work  of  the  staff 
and  interprets  rules,  regulations  and  policies  of  the  recreation  and 
park  department  to  employees. 

h.     Writes  photography  articles,  rules  for  competitions  and  pub- 
licity for  newspapers  and  magazines  and  conducts  classes  in  connection 
with  the  operation  of  the  photography  center. 

5.   Prepares  purchase  requisitions  for  equipment  and  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at  least  four  years  of  experience  as  a  professional  pho- 
tography or  photography  instructor. 

nowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  theory  and  practice  of  modern  photography;  the  field  of  recreation 
as  it  applies  to  a  program  of  amateur  photography  instruction. 

Requires  considerable  ability  and  skill  to:  use  photography  equip- 
ment and  instruct  and  supervise  others  in  its  use;  conceive,  plan  and 
administer  programs  of  instruction  and  displays  of  photography;  make 
personal  contacts  with  individuals  and  groups. 

PROMOTIVE  LINES: 

£o:  Recreation  Assistant  Superintendent 

From:  Senior  Photography  Instructor 


CLASS  TITLE:   CRAFTS  INSTRUCTOR  CODE:   3260 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  teaches  various  arts  and  crafts  to  children  in 
connection  with  the  recreation  program  of  the  board  of  education;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  planning  and  developing  a  recrea- 
tional arts  and  crafts  program  in  conformity  with  the  policies  of  the 
board  of  education;  achieving  minor  economies  in  prevention  of  loss  or 
waste  of  equipment  and  supplies;  continuous  personal  contact  with  students. 

EXAMPLES  OF  DUTIES: 

1,  Plans,  develops  and  conducts  classes  for  children  in  various  sub- 
jects relating  to  arts  and  crafts. 

2.  Gives  individual  and  group  instruction  in  water  color  painting, 
sewing,  weaving,  paper  construction,  modeling  and  painting  plaster  of 
paris  and  papier-mache,  artificial  flower  making  and  the  manufacture  of 
various  items  from  pyro-lace  cord. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation  or  a  related  field,  including  courses  in  arts  and  crafts;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  theCry  and  practice  of  arts  and  crafts  as  used  in  recreational  pro- 
grams . 

Requires  skill  and  ability:   in  various  phases  of  arts  and  crafts; 
to  instruct  others  in  these  skills;  to  display  initiative,  imagination 
and  resourcefulness  in  improvising  uses  of  various  raw  materials  for 
arts  and  crafts  purposes. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Original  entrance  examination 


CUSS  TITLE:  CRAFTS  INSTRUCTOR  CODE:   3262 

CHARACTERISTICS  OF  THE  CUSS: 

Under  direction,  conducts  a  program  of  arts  and  crafts  for  children, 
juveniles  and  adults 5  and  performs  related  duties  as  required. 

Requires  responsibility  for:  planning  and  developing  programs 
according  to  policy  of  the  recreation  and  park  department;  care  and  use 
of  machinery  and  equipment  used  in  arts  and  crafts  activities;  continuous 
personal  contacts  with  students  and  the  public. 

EXAMPLES  OF  DUTIES: 

1.  Instructs  children  and  adult  groups  in  weaving,  puppetry,  basket 
making,  painting,  textiles,  design  and  other  related  arts  and  crafts. 

2.  Conducts  tours  of  groups  and  school  classes  through  the  museum 
and  instructs  such  classes  in  special  art  activities;  prepares  materials 
for  daily  group  work  and  formulates  the  general  program  for  arts  and 
crafts;  sets  up  looms  or  otherwise  prepares  work  area  for  craft  instruc- 
tion. 

3.  Confers  with  college  student  volunteer  instructors  and  does 
research  for  new  program  materials;  maintains  inventory  and  prepares 
requisitions  for  supplies  for  arts  and  crafts:  collects  and  mounts 
materials  for  bulletin  boards  publicizing  the  craft  programs. 

h.      Keeps  record  of  daily  attendance  and  prepares  related  reports. 
5.   Keeps  craft  tools  and  appurtenances  in  neat  and  clean  order. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
some  phase  of  the  arts  and  crafts,  and  including  recreation. 

Requires  at  least  one  year  of  experience  as  an  instructor  in  an 
arts  and  crafts  recreation  program;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
the  theory  and  practice  of  arts  and  crafts  as  used  in  a  recreational 
program. 

Requires  skill  and  ability:   in  various  phases  of  arts  and  crafts; 
instruction  of  others  in  these  skills;  display  of  initiative,  imagina- 
tion and  resourcefulness  in  improvising  uses  of  various  raw  materials 
for  different  arts  and  crafts  purposes. 

PROMOTIVE  LINES: 

To:   Senior  Recreation  Leader 

From:   Original  entrance  examination 


CLASS  TITLE:   ASSISTANT  TO  MUNICIPAL  STADIUMS  MANAGER       CODE:   3266 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  the  manager  in  custodial  and 
other  matters  and  acts  for  him  in  his  absence;  inspects  facilities; 
performs  various  custodial  assignments;  deals  with  stadium  concession- 
naires  and  their  employees;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  the  security  of  the  stadium  or 
pavilion  at  the  close  of  all  activities;  tact  and  good  judgment  when 
dealing  with  the  general  public  in  attendance  at  all  events. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  checking  construction  and  repair  work  when  no  other 
inspector  is  available. 

2.  Assists  manager  in  preparations  for  all  special  events. 

3.  Assists  in  dealing  with  concessionaires  and  enforcing  proper 
conduct  of  their  employees. 

1;.  Represents  the  manager  during  vacation  or  at  other  times  when 
he  is  absent  on  business. 

5.  Checks  fuses,  lights,  radio  and  television  booths  on  occasions 
when  no  electrician  is  on  duty. 

6.  Is  responsible  for  proper  closing  and  locking  of  all  stadium 
and  pavilion  units  following  public  events. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  two  years  of  experience  in 
responsible  custodial  work;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  and  ability 
to:   exercise  good  judgment  in  carrying  out  instructions;  deal  courte- 
ously and  tactfully  with  the  public,  press,  and  stadium  concessionnaires 
and  their  employees. 

PROMOTIVE  LINES: 

r_o:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:  MUNICIPAL  STADIUMS  MANAGER  CCDE:   3268 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  operations  of  Kezar  Stadium 
and  Pavilion  and  Candlestick  Park;  supervises  custodial  employees,  grounds- 
keepers  and  athletic  attendants  in  preparing  the  facilities  for  various 
events;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   checking  gate  receipts;  arranging 
schedules  of  events;  preparing  contracts  and  hiring  temporary  help; 
extensive  contacts  with  the  press,  concessionnaires,  sports  promoters 
and  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  preparation  of  grounds  and  facilities  for  all  events, 
including  marking  fields,  checking  watering,  covering  and  removing  cover 
on  football  fields,  and  other  requirements. 

2.  Represents  the  department  at  major  events  at  the  pavilion  and 
supervises  and  directs  all  permanent  and  part-time  employees  on  the  day 
of  an  event,  excepting  help  employed  by  the  concessionnaires. 

3.  Supervises  and  directs  the  work  of  all  permanent  and  part-time 
employees  used  in  cleaning  the  stadium  and  handling  field  cover,  and 
other  operations. 

U.  Works  with  lessees  at  the  various  events  in  planning  the  number 
of  ticket  sellers,  gatemen  and  ushers  required. 

5.  Assists  in  having  concession  contracts  prepared  and  signed  for 
processing  by  the  park  commission  secretary. 

6.  Checks  all  receipts  and  returns  of  tickets  used  by  lessees  and, 
where  tickets  are  taxable,  prepares  a  report  for  the  Internal  Revenue 
Department. 

7.  Arranges  all  schedules  for  football,  basketball  and  special 
events  for  the  approval  of  the  Commission. 

8.  Maintains  daily  time  sheets  for  all  permanent  and  part-time 
help  used  in  the  Stadium  and  Pavilion  and  pays,  in  cash,  all  part-time 
janitors  and  janitresses  used  for  cleaning  work  after  the  events. 

9.  Supervises  the  distribution  of  working  press  passes,  camera 
passes,  field  passes,  etc.  and  is  responsible  for  all  billing  for  rental 
of  the  Stadium  and  Pavilion. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting,  business  administration  or  public  relations. 

Requires  at  least  five  years  of  experience  in  extensive  public 
contact  at  a  responsible  level;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of 
business  practice,  including  business  law,  especially  as  pertaining  to 
the  operation  of  a  large  stadium  used  for  spectator  sports  and  similar 
events. 


CLASS  TITLE:  MUNICIPAL  STADIUMS  MANAGER  CODE:   3268 

(continued) 

Requires  ability  and  skill  to:  direct  the  work  of  others;  deal  with 
representatives  of  the  press,  radio  and  television  and  promoters,  con- 
cessionnaires  and  others  having  interest  in  stadium  activities- 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:  RECREATION  FACILITIES  AND  CODE:   3272 

EQUIPMENT  SPECIALIST 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  duties  of  a  responsible  profes- 
sional nature  in  analyzing  the  needs  of  recreational  activities  insofar 
as  furniture  and  equipment  are  concerned  and  making  recommendations  of 
requirements;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  using  judgment  with  wide  latitude  for 
independent  action  and  making  recommendations  subject  to  the  approval  of 
the  division  head;  making  and  maintaining  effective  personal  contacts 
with  vendors  of  equipment,  departmental  personnel  and  the  general  public; 
keeping  well  informed  on  current  developments  in  the  field  of  furnishings 
and  equipment  as  applied  to  recreational  facilities;  making  detailed 
reports  on  specific  surveys  and  analyses. 

EXAMPLES  OF  DUTIES: 

1.  Carries  on  continuous  research  on  new  developments  in  equipment 
and  furnishings  in  an  effort  to  secure  not  only  the  most  serviceable 
materials  within  price  limitations,  but  also  the  best  in  keeping  with 
good  taste  and  modern  artistic  standards. 

2.  Consults  with  engineering  and  project  architects  on  building 
plans  for  new  bond  fund  projects  to  insure  that  dimensions,  layouts, 
equipment,  storage  requirements,  color  scheme,  etc.  meet  the  specific 
needs  of  the  projected  activities  and  staff. 

3.  Prepares  detail  of  equipment  lists  and  cost  estimates  of  equip- 
ment and  furnishings  for  the  business  division  appropriation  requests. 

U.   Prepares  detailed  specifications  as  required. 

5.  Checks  and  inspects  new  materials  and  merchandise  offered  by 
vendors  and  makes  recommendation  on  acceptance  or  rejection,  when 
required  by  the  city  purchaser. 

6.  Arranges  demonstrations  of  new  equipment  by  vendors  for  staff 
inspection. 

7.  Maintains  up-to-date  source  file  of  equipment,  furnishing 
suppliers,  fixtures  and  furniture. 

8.  Acts  as  expediter  in  processings  deliveries  and  installations. 

9.  Reports  periodically  on  status  of  projects  for  equipment  and 
furnishings. 

10.   Assists  other  city  departments  when  consulted  on  these  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation  and  including  courses  in  industrial  arts  or  design. 

Requires  at  least  five  years  of  progressively  responsible  experience 
in  professional  recreation  work  at  the  supervisory  level;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   RECREATION  FACILITIES  AND  CODE:   3272 

EQUIPMENT  SPECIALIST 
(Continued) 

Knowledge,  Abilities  and  Skills:   Requires  a  general  knowledge  of: 
recreational  theory  and  practice  and  its  application  to  the  planning  and 
furnishing  of  new  recreational  facilities;  the  principles  of  interior 
decoration  and  design. 

Requires  the  ability  and  skill  to:   analyze  the  physical  equipment 
requirements  of  recreational  activities  and  recommend  practical  and 
satisfactory  facilities  and  furnishings;  perform  the  duties  of  a  super- 
vising recreation  director;  deal  effectively  with  vendors,  architectural 
consultants  and  others. 

PROMOTIVE  LINES: 

To:   Assistant  Superintendent  of  Recreation 

From:   Senior  Recreation  Leader 


CUSS  TITLE:  ATHLETICS  SUPERVISOR  CODE:   3276 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  direction,  plans,  organizes,  promotes  and  supervises 
a  diversified  program  of  athletics,  sports,  games  and  related  activities 
for  various  male  or  female  age  groups;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   the  execution  and  development  of 
broad  departmental  policies ;  submission  of  operating  reports  and  budget 
estimates  for  athletics  program;  handling  and  accounting  of  entry  fees 
for  tournaments  and  other  activities,  frequently  amounting  to  consider- 
able sums;  making  frequent  contacts  with  individuals  and  groups  inter- 
ested in  the  athletic  program  of  the  recreation  and  park  department; 
the  analyses  of  the  recreational  needs  of  the  community,  especially  as 
related  to  a  program  of  athletic  activities;  the  use  of  considerable 
initiative  and  judgment  in  the  development  and  planning  of  an  athletics 
program  to  fit  these  requirements. 

EXAMPLES  OF  DUTIES: 

1.  Coordinates  various  aspects  of  a  city -wide  program  of  athletics 
and  sports;  plans,  organizes  and  conducts  athletic  leagues  and  tourna- 
ments; schedules  use  of  facilities  such  as  tennis  courts  and  baseball 
fields  or  other  play  areas;  compiles  calendar  of  events;  hires  and  pays 
referees  or  other  officials;  purchases  team  awards;  organizes  and  conduct! 
athletic  clinics;  prepares  budgets  for  tournaments;  sets  and  collects 
fees  and  establishes  tournament  rules  and  regulations. 

2.  Attends  and  sets  agenda  for  meetings  of  the  board  of  directors 
of  th=  industrial  league;  acts  as  staff  consultant  on  all  plans  for  the 
construction  or  altaration  of  new  athletic  facilities  and  the  purchase 
of  athletic  supplies  and  equipment. 

3.  Gives  information  to  individuals  and  groups  interested  in 
participating  in  the  athletic  program  of  the  recreation  and  park  depart- 
ment; advises  public  on  facilities,  reservations  and  questions  pertinent 
to  the  rules  of  sports  and  games;  conducts  in-service  training  courses 
for  recreation  leaders;  acts  as  metropolitan  soft  ball  commissioner  for 
the  amateur  soft  ball  association. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at  least  five  years  of  experience  at  the  professional 
level  in  recreational  leadership,  including  two  years  in  a  supervisory 
capacity,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   various  sports  and  games  commonly  used  in  a  recreation  program; 
general  recreational  theory  and  practice. 


CLASS  TITLE:  ATHLETICS  SUPERVISOR  (continued)  CODE:   3276 

Requires  the  administrative  ability  and  skill  to:  plan,  organize, 
promote  and  coordinate  a  city-wide  program  of  athletic  activities;  direct 
or  supervise  the  work  of  subordinates;  meet  and  deal  with  individuals 
and  groups  interested  in  the  athletic  programs. 

License:  Requires  possession  of  a  current  certificate  as  a  registered 
recreation  leader  issued  by  the  state  board  of  recreation  personnel. 

PROMOTIVE  LINES: 

To:  Assistant  Superintendent  of  Recreation 

From:  Supervising  Director 

Recreation  Leader  Area  Supervisor 


CLASS  TITLE:  ASSISTANT  RECREATION  LEADER  CODE:   3280 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  sub-professional  routine  recre- 
ation duties;  is  responsible  for  a  small  recreational  unit  with  a  limited 
degree  of  recreational  activity,  or  assists  at  a  large  recreational  unit 
with  a  broad  recreation  program;  acts  as  play  leader  or  instructs  in  a 
limited  phase  of  a  recreational  program  requiring  knowledge  of  the  funda- 
mentals and  techniques  of  the  more  common  types  of  recreational  games  and 
activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  the  recreational  program 
according  to  the  policies  of  the  recreation  and  park  department  as  inter- 
preted by  superiors;  the  custody  of  the  physical  assets  of  a  recreation 
unit;  making  constant  public  contacts  and  exercising  tact  and  diplomacy; 
preparing  simple  records  and  reports  on  activities. 

EXAMPLES  OF  DUTIES: 

i.   Assists  in  planning  tournaments  and  contests. 

Sets  up  equipment  for  games  and  other  recreational  activities. 

3.-  Issues  recreational  supplies  and  equipment  and  supervises  its 
care  and  use. 

h.      Instructs  participants  in  the  fundamentals,  techniques  and  rules 
of  the  more  common  indoor  and  outdoor  games;  leads  play  activities. 

5.  Assists  in  organizing' and  instructing  participants  in  craft  work 
activities;  maintains  discipline. 

6.  Watches  for  safety  of  participants  and  spectators  at  games; 
administers-  first  aid;  referees  and  umpires  games. 

7.  Prepares  reports  on  recreational  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of  the 
fundamentals,  rules  and  techniques  of  games,  sports  and  other  recreational 
activities;  the  application  of  first  aid  techniques. 

Requires  ability  to:   supervise  common  types  of  recreational  activity; 
work  with  the  public,  using  tact  and  diplomacy  to  pcomote  good  public 
relations;  maintain  discipline. 

Requires  some  skill  in:   sports  and  games  commonly  used  at  recre- 
ational units;  first  aid  to  treat  minor  injuries. 

PROMOTIVE  LINES: 

To:  Recreation  Leader 

From:   Original  entrance  examination 


CLASS  TITLE:  SCHOOL  RECREATION  LEADER  CODE:   3282 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  organized  and  free  play  activi- 
ties at  an  assigned  gymnasium  or  school  playground;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   the  direction  of  the  playground  or 
gymnasium  according  to  policies  interpreted  by  supervisor;  use  of  discretion 
in  planning  and  initiating  activities;  the  safety  of  children  and  adults 
participating  in  sports  or  games;  the  custody  of  equipment  of  the  playground 
or  gymnasium. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  activities  at  a  recreational  unit  of  the  board  of 
education;  organizes  and  referees  games  and  contests;  distributes, 
collects  and  makes  minor  repairs  to  playground  equipment;  supervises 
games  of  low  organization;  prevents  damage  to  school  building  or  gymnasium; 
guards  against  theft  or  other  loss  of  playground  equipment. 

2.  Plans  and  schedules  sports  activities;  prepares  and  submits 
required  reports;  maintains  discipline;  enforces  playground  rules  and 
renders  first  aid  when  needed. 

3.  Accompanies  children  on  trips  and  outings;  organizes  and  coaches 
teams;  cooperates  with  other  school  recreation  leaders  in  arranging 
various  athletic  contests,  games  and  tournaments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  college 
or  university,  with  major  course  work  in  recreational  leadership  or 
physical  education;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of  the 
theory  and  technique  of  various  sports  and  games  commonly  used  at  play- 
grounds or  gymnasiums. 

Requires  the  application  of  modern  first  aid  techniques;  ability 
and  skill  to  work  with  children  and  organize,  supervise  and  guide  their 
activities. 

PROMOTIVE  LINES: 

To:  Recreation  Leader 

From:   Original  entrance  examination 
Assistant  Recreation  Leader 


CLASS  TITLE:   RECREATION  LEADER  CODE:   3281* 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  beginning  level  professional 
recreation  work  of  average  difficulty;  administers  recreation  program  at 
an  assigned  unit  in  accordance  with  generalized  instructions  issued  by 
superiors;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   developing  a  recreation  program  to  fit 
the  needs  of  the  community;  the  custody  of  physical  assets  of  a  recreation 
unit;  making  frequent  public  contacts  requiring  use  of  tact  and  diplomacy; 
keeping  simple  records  and  preparing  reports  on  activities. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  promotes  and  conducts  a  general  recreation  program 
at  an  assigned  unit  as  directed  and  instructed  by  superiors. 

2.  Consults  with  members  of  the  community  to  determine  their  recre- 
ational needs  and  stimulate  their  interest;  organizes  and  directs  group 
activities  in  crafts  and  games  for  children  and  adults. 

3.  Administers  first  aid  in  case  of  injury  and  makes  necessary 
reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  oi  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at  least  one  year  of  experience  in  recreation  work;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge 
of:   the  theory  and  practice  of  recreation  and  its  application  in  the 
community;  sports,  games  and  other  phases  of  recreational  programs;  the 
application  of  first  aid  techniques. 

Requires  ability  and  skill  to  work  with  the  public;  use  tact  and 
diplomacy;  promote  good  public  relations. 

PROMOTIVE  LINES: 

To:   Senior  Recreation  Director 

From:   Original  entrance  examination 
Assistant  Recreation  Leader 
School  Recreation  Leader 


CLASS  TITLE:  SENIOR  RECREATION  LEADER  CODE:   3296 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  planning,  promotion,  organi- 
zation, conduct  and  supervision  of  all  recreational  activities  at  a  large 
recreational  unit;  supervises  recreation  personnel;  directs  the  work  of 
maintenance  and  custodial  employees  functionally  assigned  to  the  unit;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
policies  and  procedures  relating  to  the  duties  of  subordinates;  custody  of 
buildings  and  equipment  at  a  playground  or  recreation  center;  making 
regular  contacts  with  the  general  public,  departmental  personnel  and  civic 
or  neighborhood  groups  having  an  interest  in  the  activities  of  the  recre- 
ation and  park  department;  keeping  records  of  operations,  requisitioning 
supplies  or  necessary  repairs  and  making  required  reports. 

EXAMPLES  OF  DUTIES: 

1.  Demonstrates,  instructs  and  interprets  departmental  programs, 
rules,  regulations  and  policies  to  recreation  personnel  assigned  to  carry 
out  recreational  activities;  encourages  and  promotes  all  aspects  of  a 
balanced  recreation  program  with  the  staff,  interested  individuals, 
merchant  groups,  civic  bodies,  neighborhood  councils,  property  owners, 
schools,  P.T.A.'s  and  churches  by  active  participation  in  meetings  and 
through  integration  of  programs;  consults  with  such  groups  in  a  continuing 
effort  to  determine  recreational  -needs  and  interests  for  the  benefit  of 
the  overall  program. 

2.  Exercises  responsibility  for  the  formulation,  organization  and 
conduct  of  the  activity  schedules  comprising  the  seasonal  program;  assists 
or  actively  participates  in  organizing,  leading  and  coaching  various 
sports,  games,  crafts,  tournaments,  intra  playground  leagues  and  special 
events;  organizes  teams  and  enters  individuals  and  teams  in  city  wide 
tournaments. 

3.  Supervises  and  is  responsible  for  discipline  and  safe  conduct 
and  use  of  gym,  auditorium,  social  rooms,  kitchen,  athletic  fieldr,  play 
areas,  tennis  courts,  lavatories  and  all  of  the  facilities  embraced  in  a 
recreation  center;  makes  regular  safety  inspections  of  all  such  facilities 
and  recommends  necessary  repairs  and  replacements  to  superiors. 

h.     Assists  in  or  organizes  and  coaches  children  through  high  school 
ages  in  variety  shows,  plays,  special  events  and  other  club  activities; 
and  organizes,  leads  and  instructs  adults  in  carnivals,  fashion  shows, 
social  events  and  other  adult  recreational  activities. 

5.  Prepares  or  supervises  the  maintenance  of  a  bulletin  board 
reflecting  current  events  and  activity  notices  and  promotes  program  pub- 
licity through  available  neighborhood  media. 

6.  Assumes  responsible  charge  in  cases  of  accidents;  renders  first 
aid  and  takes  all  indicated  precautions  and  actions;  assumes  responsi- 
bility for  recreational  supplies  and  requisitions  replenishments  as 
needed. 

7.  Prepares  time  and  attendance  reports;  prepares  accident,  vanda- 
lism, glass  breakage,  parent  releases  and  other  reports;  contacts  schools, 
parents  or  other  authorities  in  correcting  and  directing  children's 
behavior  or  other  related  problems. 


CLASS  TITLE:  SENIOR  RECREATION  LEADER  (Continued)  CODE:   3286 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
physical  education  or  recreation. 

Requires  at  least  three  years  of  progressively  responsible  recreation 
experience,  including  at  least  one  year  in  a  supervisory  capacity;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of 
modern  methods,  techniques  and  objectives  of  general  public  recreational 
programs,  a  wide  variety  of  sports,  games,  crafts  and  individual  a^d 
group  participation  activities. 

Requires  demonstrated  ability  to:  plan,  organize  and  supervise  a 
modern  recreation  program;  maintain  discipline;  develop  enthusiastic 
participation;  carry  plans  and  programs  through  to  successful  conclusion; 
get  along  well  with  others;  exercise  tact  and  diplomacy;  make  decisions 
and  maintain  objective  view  under  occasionally  difficult  circumstances. 

License:   Requires  possession  of  a  certificate  of  a  registered 
recreation  leader  issued  by  the  California  board  of  recreation  personnel. 

PROMOTIVE  LINES: 

To:   Recreation  Area  Supervisor 

Supervising  Recreation  Leader 

From:  Recreation  Leader 

School  Recreation  Leader 


CLASS  TITLE:  RECREATION  AREA  SUPERVISOR  CODE:   3288 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  plans,  promotes,  coordinates  and  directs  a  broad 
recreation  program  over  a  large  geographical  area;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  program  planning,  policy  interpretation 
and  application;  supervision  of  the  custody  of  considerable  amounts  of 
properties  and  equipment;  analyzing  the  recreational  needs  of  a  section  of 
the  city  and  planning,  coordinating  and  directing  a  comprehensive  recrea- 
ational  program  designed  to  fill  these  requirements;  making  frequent 
personal  contacts  with  individuals  or  groups  interested  in  the  recreation 
program  of  the  recreation  and  park  department  or  the  board  of  education. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  planning  of  comprehensive  recreational  programs 
in  an  assigned  area;  interprets,  applies  and  activates  program  provisions 
and  details. 

2.  Supervises,  assists,  trains  and  evaluates  the  performance  of 
assigned  personnel  and  the  effectiveness  of  the  services  rendered, 
through  conducting  field  visits,  counseling  sessions  and  conferences. 

3.  Makes  continuous  study  of  the  recreational  needs  of  the  area: 
makes  suggestions  and  recommendations  to  superiors  designed  to  meet  these 
needs;  may  assist  in  the  overall  planning  phases  of  resultant  programs. 

k.      Assists  in  planning  and  developing  city  wide  recreational 
programs;  receives  and  considers  requests,  suggestions  and  complaints; 
investigates  and  initiates  proper  actions;  conducts  a  continuous  program 
of  public  information  and  interpretation  of  recreational  functions  with 
the  general  public,  civic  and  neighborhood  groups  and  other  interested 
area  organizations;  may  proviae  newswortny  items  to  superiors  for  general 
publicity  releases. 

5.  Coordinates  departmental  recreational  services  with  special 
neighborhood  events,  celebrations  and  the  regular  programs  of  public  and 
private  organizations,  agencies  and  special  interest  groups  in  the  area 
in  integrating  the  overall  community  recreational  program. 

6.  Prepares  schedules,  work  programs  and  budget  estimates  for  area 
operations  and  assists  in  preparation  of  departmental  work  manuals;  pro- 
motes and  otherwise  encourages  the  formation  of  teams  and  leagues  in 
competitive  activities  and  in  city  wide  sports  and  other  general  recre- 
ational programs. 

7.  Assists  in  development  of  in-service  training  programs  and 
conducts  regular  divisional  meetings  to  inform  and  interpret  programs 
and  plans  to  subordinate  personnel. 

8.  Receives  and  reviews  periodic  reports  from  recreation  directors 
and  others;  takes  necessary  actions  theron;  maintains  records  and  pre- 
pares routine  and  other  special  reports  and  charts  on  all  activities; 
makes  special  studies  and  reports  or  conducts  surveys  upon  request; 
represents  department  in  youth  council  and  other  civic  activities 
directed  as  a  by-product  of  juvenile  delinquency  prevention. 


CLASS  TITLE:   RECREATION  AREA  SUPERVISOR  CODE:   3288 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at  least  five  years  of  experience  in  recreation  work,  includ- 
ing two  years  in  a  supervisory  capacity;  or  an  equivalent  cdmbiriation  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  recreational  theory  and  practice  and  its  application  to  a  broad  program 
of  community  activities. 

Requires  major  ability  in:   the  coordination  of  an  area  wide  recre- 
ation program;  oral  and  written  expression;  supervising  and  directing  the 
activities  of  subordinates  working  at  scheduled  locations  over  a  broad 
geographical  area;  establishing  and  maintaining  good  public  relations. 

License:  Requires  possession  of  a  certificate  as  a  registered 
recreation  leader  with  the  "California  board  of  recreation  personnel. 

PROMOTIVE  LINES: 

To:   Supervisor  of  Athletics 

From:   Senior  Recreation  Leader 


CLASS  TITLE:  SCHOOL  RECREATION  SUPERVISOR  CODE:   3289 

CHARACTERISTICS  OP  THE  CLASS: 

Under  direction,  plans,  promotes,  coordinates  and  directs  a  recrea- 
tion program  at  numerous  school  gymnasiums  and  school  playground  locations 
throughout  the  city;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  program  planning,  policy  inter- 
pretation and  application;  supervision  of  the  custody  of  properties  and 
equipment  of  considerable  value;  .analyzing  recreational  needs  and  plan- 
ning; coordinating  and  directing  a  comprehensive  school  recreational 
program  designed  to  fill  these  requirements;  making  frequent  personal 
contacts  with  individuals  or  groups  interested  in  the  school  recreation 
program. 

EXAMPLES  OF  DUTIES: 

1,  Supervises  the  planning  of  a  comprehensive  school  recreational 
program;  interprets,  applies  and  activates  program  provisions  and  details; 
assigns  recreation  personnel. 

2,  Supervises,  trains  and  evaluates  the  performance  of  personnel 
and  the  effectiveness  of  the  services  rendered  through  conducting  field 
visits,  counseling  sessions  and  conferences. 

3,  Makes  continuous  study  of  the  recreational  needs  of  the  school 
district;  makes  suggestions  and  recommendations  to  superior  designed  to 
meet  these  needs;  plans  the  overall  phases  of  resultant  programs. 

h.   Receives  and  considers  requests,  suggestions  and  complaints;  in- 
vestigates and  initiates  proper  actions;  conducts  a  continuous  program 
of  public  information  and  interpretation  of  recreational  functions  with 
the  general  public,  civic  and  neighborhood  groups  and  other  interested 
organizations. 

5.  Coordinates  school  recreational  services  with  special  neighbor- 
hood events,  celebrations  and  the  regular  programs  of  public  and  private 
organizations,  agencies  and  special  interest  groups. 

6.  Prepares  schedules,  work  programs  and  budget  estimates  for 
school  recreation  operations;  prepares  work  manuals;  promotes  and  other- 
wise encourages  the  formation  of  teams  and  leagues  in  competitive  activ- 
ities, sports  and  other  school  recreational  programs. 

7.  Assists  in  development  of  in-service  training  programs  and 
conducts  regular  divisional  meetings  to  inform  and  interpret  programs 
and  plans  to  subordinate  personnel. 

8.  Reviews  periodic  reports  from  school  recreation  personnel  and 
others;  maintains  records  and  prepares  routine  and  other  special  studies 
and  reports. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  recreation. 

Requires  at  least  five  years  of  experience  in  recreation  work, 
including  two  years  in  a  supervisory  capacity;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  know- 
ledge  of  recreational  theory  and  practice  and  its  application  to  a 
broad  program  of  school  recreation  activities. 


CLASS  TITLE:   SCHOOL  RECREATION  SUPERVISOR  (Continued)        CODE:   3289 

Requires  major  ability  in:   the  coordination  of  a  city-wide  school 
recreation  program;  oral  and  written  expression;  supervising  and  direct- 
ing the  activities  of  subordinates  working  at  scheduled  school  locations; 
establishing  and  maintaining  good  public  relations. 


License :  Requires  possession  of  a  certificate  as  a  registered 
recreation  leader  with  the  California  board  of  recreation  personnel. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Recreation  Area  Supervisor 


CLASS  TITLE:  SUPERVISING  RECREATION  LEADER  CODE:   3290 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  professional  recreation  work  in  the  super- 
vision of  specialized  recreation  programs;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   the  supervi- 'on  of  special  recreation 
programs  such  as  athletic  tournaments  for  children  and  adults,  drama  and 
dance  programs,  day  camping  activities  or  other  special  events  which  may 
involve  participation  on  a  city- wide  basis;  making  decisions  on  methods  of 
operation,  coordination  of  participants  and  supervision  of  subordinate 
personnel  in  accordance  with  broad  interpretation  of  established  policies: 
making  extensive  public  contacts  with  individuals  and  groups  in  connection 
with  program  activities. 

EXAMPLES  OF  DUTIES: 

1.  Consults  and  advises  with  recreation  and  playground  staff  in 
regard  to  programming  and  delineating  plans  of  a  specialized  nature  for 
a  particular  area  or  ethnic  group  involved. 

2.  Prepares  general  program  for  city- wide  application  and  requisi- 
tions or  otherwise  makes  available  special  supplies  and  materials 
required. 

3.  Participates  in  neighborhood  activity  interest  groups  and  other 
agencies  serving  the  city  in  interpreting  recreation  and  specialty  programs 
to  the  general  public. 

i;.   Organizes,  instructs  and  rehearses  groups  for  special  city-wide 
festivals  and  events. 

5.  May  conduct  certain  classes  in  a  particular  specialty  (drama, 
dance,  camping,  aquatics,  etc.) 

6.  Assists  in  preparation  of  annual  operating  budget. 

7.  Maintains  regular  records  and  prepares  reports  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at  least  five  years  of  experience  in  professional  recreation 
work,  including  at  least  two  years  in  a  supervisory  capacity;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
recreational  theory  and  practice  and  its  application  to  specialized 
recreational  activities. 

Requires  ability  and  skill  to:  plan,  coordinate  and  supervise 
various  types  of  recreational  activities;  explain  and  promote  recreation 
programs  to  departmental  personnel,  civic  and  neighborhood  groups  and 
interested  individuals;  speak  and  write  effectively;  determine  needs  and 
submit  budgetary  estimates  for  a  section  of  the  recreation  program;  pre- 
pare and  maintain  records  and  reports  on  all  activities  supervised. 


CLASS  TITLE:   SUPERVISING  RECREATION  LEADER  CODE:   3290 

(Continued) 

License:  Requires  possession  of  a  certificate  as  a  registered 
recreation  leader  issued  by  the  California  board  of  recreation  personnel. 

PROMOTIVE  LINES: 

To:  Supervisor  of  Athletics 

From:  Senior  Recreation  Leader 


CLASS  TITLE:  RECREATION  ASSISTANT  SUPERINTENDENT  CODE:   3292 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  acts  as  principal  assistant 
in  the  administration  of  a  broad  program  of  recreational  activities;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   the  direction  and  coordination  of  a 
city- wide  program  of  diversified  recreational  activities  according  to 
departmental  policies  and  under  the  guidance  of  the  superintendent  of 
recreation;  the  most  efficient  use  of  recreational  facilities;  making 
frequent  contacts  with  municipal  officers  and  employees,  representatives 
of  civic  groups  and  others  interested  in  the  programs  of  the  department; 
the  supervision  and  performance  of  recreational  research  and  analyzing  and 
reporting  on  findings. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  superintendent  in  the  administrative  planning,  orga- 
nization and  supervision  of  a  city-wide  public  recreation  program; 
supervises  the  organization  and  conduct  of  all  activities  and  programs 

of  the  recreation  division;  delegates  and  assigns  duties  to  subordinates 
and  issues  oral  or  written  instructions. 

2.  Plans,  formulates  and  executes  programs  of  activities;  secures 
equipment;  instructs  personnel;  prepares  schedules  or  makes  other 
arrangements  necessary  to  activate  the  program;  inspects  recreational 
facilities;  observes  activities  and  personnel  and  determines  their 
adequacy. 

3.  Acts  for  the  superintendent  of  recreation  in  his  absence  and 
represents  him  at  meetings,  conferences  and  other  functions;  supervises 
the  conduct  and  participates  in  regularly  scheduled  in-service  training 
courses  for  recreation  personnel;  conducts  staff  meetings  for  the  pur- 
pose of  controlling  procedures,  activities,  program  content  and  adherence 
to  departmental  policies  and  standards;  holds  seasonal  staff  conferences 
on  city  wide  programs  of  special  events  or  activities. 

U.  Makes  studies  and  prepares  reports  of  departmental  services  and 
activities;  prepares  recommendations  on  the  planning  and  equipping  of 
recreation  structures  and  other  facilities;  conducts  preliminary  investi- 
gations; makes  estimates  and  organizes  the  annual  budget  requests  of  the 
recreation  division;  makes  recommendations  on  the  terms  of  concessionaires' 
contracts  and  compliance  with  existing  agreements. 

5.  Prepares  or  revises  rules  and  regulations  for  the  conduct  of 
recreation  areas;  directs  the  preparation  of  information  bulletins, 
pamphlets  and  booklets  to  inform  the  public  of  recreational  opportunities. 

6.  Maintains  personal  contacts  and  relationships  with  officials  of 
the  state  and  other  local  governments,  community  service  organizations 
and  civic  groups  interested  in  the  operations  of  the  recreation  and  park 
department;  interprets  the  total  community  recreation  program  to  the 
public  through  suitable  media. 


CLASS  TITLE:  RECREATION  ASSISTANT  SUPERINTENDENT  CODE:   3292 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at  least  seven  years  of  experience  in  professional  recreation 
work,  including  at  least  three  years  in  a  supervisory  capacity  in  a  large 
recreational  program;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  recreational  theory  and  practice,  particularly  as  applied  to  the 
administration  of  a  broad  recreational  program. 

Requires  ability  and  skill  to:  assist  in  the  organization  and  direc- 
tion of  such  a  program;  establish  and  maintain  effective  working  relation- 
ships with  officials,  employees  of  other  governmental  agencies,  represent- 
atives of  private  interests  and  civic  groups. 

License:  Requires  possession  of  a  certificate  as  a  registered 
recreation  leader  issued  by  the  California  board  of  recreation  personnel. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Athletics  Supervisor 

Dramatics  and  Dancing  Supervisor 
Aquatics  Supervisor 
Music  Supervisor 


CLASS  TITLE:  RECREATION  SUPERINTENDENT  CODE:  329h 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  the  development 
and  administration  of  a  broad  program  of  recreational  activities;  and  per- 
forms related  duties  as  required. 

Requires  major  responsibility  for:   the  execution  and  interpretation 
of  departmental  policy;  achieving  the  most  efficient  use  of  recreational 
facilities;  making  frequent  contacts  with  individuals  and  groups  interested 
in  recreational  activities;  submission  of  reports  on  the  total  recreation 
program;  the  development  and  preparation  of  annual  budget  estimates,  based 
on  the  analysis  of  the  recreational  requirements  of  the  community. 

EXAMPLES  OF  DUTIES: 

1.  Develops  and  administers  a  broad  recreational  program  of  activi- 
ties and  services  for  children,  youth  and  adults;  serves  as  technical 
advisor  for  the  recreation  and  park  commission  and  the  general  manager 

in  assisting  them  in  the  formulation  of  policies  relating  to  city-wide 
recreational  activities;  meets  with  interested  indidivuals  and  groups  to 
discuss  program  content  and  recreational  facility  requirements  and  im- 
provements . 

2.  Provides  direction  to  the  departmental  staff  by  designing  stan- 
dards and  plans  of  operation  and  establishing  program  objectives;  prepares 
and  presents  the  annual  budget  for  the  recreation  division;  administers 
the  expenditure  of  departmental  funds. 

3.  Confers  with  community  officials  in  the  interest  of  cooperative 
undertakings  in  the  recreational  field;  represents  the  department  at 
various  civic  functions;  prepares  reports,  manuals  and  other  documents. 

k.      Studies  and  makes  recommendations  on  property  acquisition  and 
other  expansions;  plans  and  superintends  operation  of  play  areas  and 
such  other  facilities  as  gymnasia,  community  centers,  camps,  tennis 
courts,  boating  facilities,  swimming  pools  and  other  recreational  facil- 
ities. 

5.  Decides  on  the  selection  and  recommends  purchase  of  all  materials, 
supplies  and  equipment  used  in  recreational  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
recreation. 

Requires  at  least  nine  years  of  professional  recreation  experience, 
including  at  least  four  years  in  a  supervisory  or  administrative  capacity 
in  a  large  recreation  program;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE:  RECREATION  SUPERINTENDENT  (Continued)         CODE;  329k 

Knowledge,  Abilities  and  Skills:  Requires  outstanding  knowledge  of 
recreational  theory  and  practice,  particularly  as  applied  to  the  admini- 
stration of  a  broad  recreational  program. 

Requires  outstanding  ability  and  skill  to:   organize  and  direct  such 
a  program;  direct  the  establishment  and  maintenance  of  effective  working 
relationships  with  officials,  employees,  other  governmental  agencies, 
representatives  of  private  interest  and  civic  groups. 

License:  Requires  possession  of  a  certificate  as  a  registered 
recreation  leader  issued  by  the  California  board  of  recreation  personnel. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  class  exempt  from  examination. 


CLASS  TITLE-   VENDOR  CODE-   3302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  serves  and  sells  food  and  beverages 
at  a  refreshment  stand;  sells  tickets  at  a  ticket  booth;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:   following  written  and  oral 
instructions,,  handling  cash  receipts,  making  continuing  public  contacts 
in  the  sale  of  refreshments  or  tickets. 

EXAMPLES  OF  DUTIES: 

1„  Prepares  and  sells  simple  foods  and  beverages  such  as  hot 
dogs,  ice  cream,  soft  drinks,  candy,  peanuts,  popcorn  and  other  items 
commonly  sold  at  refreshment  stands;  operates  a  ticket  booth,  accounts 
for  tickets  sold  and  cash  receipts. 

2,  Operates  and  cleans  a  steam  table,  coffee  maker,  popcorn  machine, 
cold  drink  dispenser  and  other  equipment  related  to  the  preparation  of 
refreshments;  sweeps  and  mops  refreshment  booth  and  cleans  utensils  and 
equipment, 

3.  Sets  up  money  trays  with  change;  prepares  cash  deposit  for 
supervisor. 

U.  Operates  a  cash  register  and  sells  guide  books  and  souvenirs; 
gives  brief  resume  of  the  historical  aspects  of  points  of  interest. 

5>,  Stocks  shelves  with  merchandise  and  takes  daily  inventory  of 
supplies, 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  one  year  of  experience  in  the  public 
sale  and  serving  of  food  and  confectionery  products;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  and  ability 
to.   sell  and  serve  refreshments;  take  inventory;  make  change  and 
account  for  cash  receipts;  follow  oral  and  written  instructions;  serve 
the  public  in  a  pleasant,  courteous  and  efficient  manner. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

Frcr.      ginal  Entrance  Examination 


:LASS  TITLE:   RIDES  ATTENDANT  CODE:   3306 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  operates  and  attends  mechanical 
amusement  rides  equipment  on  a  playground;  performs  routine  servicing 
and  minor  maintenance  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  following  established  practices 
relating  to  the  performance  of  routine  duties;  care  and  custody  of 
amusement  devices  during  their  operation;  public  safety. 

EXAMPLES  OF  DUTIES: 

1.  Operates  amusement  rides  equipment  such  as  merry-go-round, 
ferris  wheel  or  miniature  steam  train;  collects  tickets;  assists  children 
on  and  off  rides;  straps  children  in  seats;  operates  entrance  gates 

and  remains  alert  for  the  safety  of  the  public. 

2.  Performs  minor  servicing  and  maintenance  work  on  merry-go- 
round,  such  as  oiling,  greasing,  polishing  and  cleaning;  sweeps  platform 
and  surrounding  area;  fills  miniature  train  with  oil  and  water;  per- 
forms maintenance  work  on  train,  including  miner  repairs;  makes  repairs 
to  and  replacements  of  worn  sections  of  track. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  one  year  of  experience  in  the  operation 
and  maintenance  of  mechanical  amusement  facilities;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  general  working  knowledge 
of  mechanical  repair  and  maintenance. 

Requires  the  ability  to:   follow  oral  and  written  instructions; 
assure  public  safety  display  a  pleasant  and  courteous  manner  in  dealing 
with  adults  and  children. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Original  entrance  examination 


CLASI         STABLEMAN  CODE:   3310 

CHARACTERISTICS  OF  THE  CUSS: 

;    Lsion,  performs  a  number  of  routine  duties  in  the  care 
and  feeding  of  saddle  horses  used  by  mounted  policemen;  maintains  stal 
equipment  and  adjacent  premises  in  clean  and  sanitary  condition;  and 
1  J       requj  'ed. 
Requires  responsibility  for:  carrying  out  existing  methods  and  pro- 
tedur*   .       ig  to  stableman  duties;  making  occasional  contacts  with 
the  general  public,  mounted  police  officers  and  other  employees  concerning 

{preparing  ning  simple  operating  records  and 

■eports.  Na  ur<  of  work  involves  sustained  physical  effort,  moderately 
heavy  work  and  phj  lica      .i ;  y,  with  occasional  exposure  to  accident 
hazards  anc  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

I.  C?^eans  horse  stalls;  removes  manure  from  stable;  sweeps  and 
: leans  barn. 

.  Feeds,  waters  and  grooms  horsesj  clips  horses  legs  and  trims 
manes      iils, 

3.  Fil  s  hayracks  and  mangers;  beds  down  stalls, 
U.  Cj  Jans  and  washes  saddles,  bridles,  breast  collars  and  other 
equipment;  cleans  "eed  tubs  and  racks;  cleans  and  washes  down  gutters 
and  drains. 

5.  Takes  horse?  out  to  be  exercised;  leads  horses  to  water  trough. 

6,  Maj  pi  Form  various  duties  in  connection  with  schooling,  train- 
ing and  exercising  horses  and  caring  for  sick  houses,  under  specific 

i  n  struct ion s  c  f  s  up  e  rvj sor . 

MINIMW!  ;>  r"  ulF]  3ATI0NS: 

"■'iv.-j.ig  nrr  Exp^-'.e^ce:  Requj  -  s  completion  of  eight  years  elem- 
■ ;  school,  supr   m  ited  by  at  least  two  years  of  practical  experience 
as  i  groom  v.  ranch  hand  in  the  care  and  handling  of  horses;  o-  an  eqi 
aleni  coml      ■  of  training  and  experience. 

knowledge ,  A  b.:  lit '  e  ■'.  y  -*  f'wi  ..  >  b :   Reqi  Ires  practical  basic  knowledge 
of:  the  anatomy  af  a  horse ;  s   e~""i  kr  ope  knotting  and 

srlJci.ne:  cleaning  and  car<  af  s  ddlery;  baric  sanitation  and  the  care 
and  feeding  of  horses, 

Requj  '-s  ability  to:  ride  and  participate  in  the  schooling  and 
training  of  horses. 

PROMOTIVE  i  NES: 

Co:  ":     -   v  ^-s  c.f  promotion 

■ 


CUSS  TITLE:   ANIMAL  KEEPER  CODE:   3320 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  has  responsibility  for  the  care  of  birds, 
reptiles  or  wild  or  domestic  animals  in  the  zoo  or  other  locations; 
and  performs  related  duties  as  required. 

Requires  frequent  exposure  to  possible  serious  accidents  or  injury 
and  very  disagreeable  working  conditions  in  handling  dangerous  reptiles, 
birds  and  wild  animals. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  rations;  feeds  and  cares  for  animals. 

2.  Cleans  cages,  barns,  corrals,  troughs,  pools,  gutters,  drains, 
moats  and  stalls  and  washes  down  with  hose,  as  required. 

3.  Assists  in  crating  and  uncrating  animals  and  safely  trans- 
ferring them  between  locations. 

It.  May  load  and  unload  feed  and  drive  a  truck. 

5.  Prepares  sleeping  and  feeding  quarters  for  horses  or  other 
animals . 

6.  Rakes  sand  and  pitches  hay  and  straw,  and  cleans  and  sweeps 
the  immediate  area. 

7.  Curries  and  brushes  animals  as  required. 

8.  Guards  against  vandalism  and  harm  to  animals  and  zoo  property. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  two  years  of  experience 
as  a  groom  or  an  assistant  to  a  veterinarian,  or  in  attending  to  large 
and  small  animals;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of: 
the  care  and  feeding  of  zoo  animals;  common  animal  diseases  and  recog- 
nized methods  for  preventing  the  spreading  of  contagion  among  birds 
or  wild  or  domestic  animals. 

Requires  ability  to:   follow  simple  routine  instructions;  operate 
a  small  pickup  truck  and  other  forms  of  transportation  equipment; 
prevent  serious  accidents  and  injuries  to  self  or  the  public. 

PROMOTIVE  LINES: 

To:   Assistant  Head  Animal  Keeper 

From:   Original  entrance  examination 


CLASS  TITLE:   ASSISTANT  HEAD  ANIMAL  KEEPER  CODE:   3322 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  prepares  and  issues  food  for  zoo  ani- 
mals; acts  for  the  head  animal  keeper  in  his  absence;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:  following  routine  instructions; 

the  feeding  and  care  of  animals.   Nature  of  duties  occasionally  involves 
dangerous  or  unpleasant  work. 

EXAMPLES  OF  DUTIES: 

1.  Receives,  stores  and  records  all  deliveries  of  food,  materials, 
supplies  and  forage  sent  to  the  zoo;  cuts,  cooks,  mixes  and  otherwise 
prepares  animal  rations;  freezes  fresh  fish;  maintains  and  cleans 
kitchen  equipment;  cleans  kitchen,  freezers,  icebox  and  the  receiving 
area. 

2.  Administers  minor  first-aid  to  employees;  assists  in  and 
occasionally  supervises  the  receiving,  caging  and  moving  of  animal 
exhibits  and  the  treatment  of  ill  or  injured  specimens. 

3.  Acts  for  the  head  animal  keeper  in  his  absence;  answers  tele- 
phone inquiries  regarding  zoo  exhibits  and  gives  general  information 
on  animals. 

k.      Instructs  and  advises  employees  on  the  care  and  handling  of 
animals;  may  perform  the  duties  of  an  animal  keeper  when  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  four  years  of  experience  in  the 
care,  handling  and  feeding  of  zoo  animals;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
care,  handling  and  feeding  of  zoo  animals. 

Requires  ability  to:   follow  oral  and  written  instructions;  super- 
vise and  advise  subordinates  in  the  care,  feeding,  handling  and  treat- 
ment of  zoo  animals. 

PROMOTIVE  LINES: 

To:   Head  Animal  Keeper 

From:   Animal  Keeper 


CLASS  TITLE:  HEAD  ANIMAL  KEEPER  CODE:   332U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assigns  and  supervises  the  work  of  animal  keepers 
and  other  employees  of  the  zoological  gardens;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   issuing  and  explaining  instructions  to 
subordinates  regarding  methods  and  procedures  used  in  the  performance 
of  their  duties;  the  welfare  of  animal  exhibits  and  condition  of  cages, 
buildings  and  grounds;  making  some  public  contacts  in  answering  questions 
regarding  zoo  or  exhibits.  Nature  of  duties  occasionally  involves  exposure 
to  dangerous  or  disagreeable  situations. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  to  and  supervises  work  of  animal  keepers  and 
other  employees;  frequently  inspects  the  work  of  subordinates  and  checks 
condition  of  animal  cages,  buildings,  corrals  and  pools  for  security  and 
cleanliness. 

2.  Checks  and  supervises  preparation  of  animal  rations  and  makes 
necessary  corrections  in  diet;  cares  for  sick  or  injured  animals  and 
administers  simple  medical  treatments. 

3.  Maintains  various  records,  including  an  inventory  of  animal 
exhibits,  and  makes  required  reports;  keeps  time  of  employees. 

U.  Acts  for  the  director  of  the  zoo  in  his  absence;  orders  food 
and  forage  for  the  animals  and  other  supplies  as  needed;  escorts  visitors 
through  the  zoo  and  gives  information  to  the  public  regarding  exhibits; 
receives  animals  shipped  to  the  zoo. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school  supplemented  by  at  least  six  years  of  progressively  responsible 
experience  in  the  care,  handling  and  feeding  of  zoo  animals  or  an 
equivalent  combination  of  training  or  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
animals,  particularly  of  the  care,  handling  and  feeding  of  animals 
commonly  exhibited  in  zoos.  Requires  ability  to:   inspect  and  supervise 
the  work  of  others;  deal  courteously  and  effectively  with  the  public; 
promote  good  public  relations. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Assistant  head  animal  keeper 


CUSS  TITLE:  AMUSEMENT  OPERATIONS  MANAGER  CODE:   3330 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  operations  of  recreation  and  park 
amusement  facilities  and  refreshment  stands;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   use  of  judgment  in  ordering  food 
stuffs  and  maintenance  of  inventories;  the  assignment  of  personnel;  the 
supervision  of  the  accounting  for  and  handling  of  cash  receipts. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  and  work  to  regular  and  part-time  employees  such 
as  vendors,  ride  attendants,  and  helpers. 

2.  Calls  and  employs  part-time  employees,  as  needed, 
and  lays  out  work  for  anticipated  business  each  day. 

3.  Orders,  receives  and  issues  all  stocks;  determines  amounts  of 
concession  sales  and  number  of  ride  tickets  sold;  makes  daily  report  of 
cash  received. 

k.     Generally  supervises  the  operation  of  the  merry-go-round, 
ferris  wheel,  train  rides,  concession  booths  and  vending  stands. 

5.  Inspects  ride  and  playground  equipment  for  public  safety  and 
makes  minor  adjustments  or  repairs  as  required. 

6.  Inspects  food  counters,  containers,  refrigerators  and  freezers 
for  sanitation. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  five  years  of  experience  in  the  management 
or  supervision  of  amusement  or  restaurant  concessions  or  similar  operations, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge  of: 
business  practice,  including  the  purchasing  of  food  stuffs;  inventory 
control  and  accounting  of  cash  receipts. 

Requires  the  ability  to:  assign  and  supervise  subordinates; 
maintain  good  public  relations  practices  among  subordinates;  keep 
records  of  operations  and  make  required  reports. 

NORMAL  LINES  OF  PROMOTION: 

To:  Concessions  and  amusements  assistant  supervisor 

From:  Original  entrance  examination 


CLASS  TITLE:  CONCESSIONS  AND  AMUSEMENTS  ASSISTANT         CODE:   3332 
SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  operation  of  amusement 
facilities  and  commissary  units,  including  inventories,  cash  receipts 
and  supervision  of  assigned  personnel;  and  performs  related  duties  as 
required. 

Requires  responsibility  for  dealing  with  concessionaires  and  en- 
forcing conformity  with  the  provisions  of  concessionaire's  contracts. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  daily  duties  and  work  to  amusement  operations  per- 
sonnel including  rides  attendants,  vendors,  janitors,  and  helpers. 

2.  Prepares  estimates  and  orders  of  saleable  merchandise  for 
the  commissary  units. 

3.  Records  the  time  of  employees  on  daily  time  sheets  and  forwards 
to  the  timekeeper's  office. 

h.     Maintains  a  perpetual  inventory  of  stocks  in  the  storerooms 
of  the  commissary  units. 

$.      Actively  manages  the  operation  of  playground  and  kezar  stadium 
cashiers. 

6.   Is  responsible  for  the  operation  of  storyland  in  connection 
with  the  sale  and  collection  of  tickets. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  business  administration  or  accounting. 

Requires  at  least  two  years  of  experience  in  accounting  or  business 
management;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of  business  operations,  including  inventory  control,  handling  of  cash 
receipts,  assignment  of  personnel,  and  business  law. 

Requires  ability  to:   supervise  the  work  of  employees  engaged  in 
diversified  activities  at  scattered  locations;  deal  effectively  with 
concessionaires,  using  tact,  courtesy  and  good  judgment. 

PROMOTIVE  LINES: 

To:   Concessions,  Amusements  and  Camp  Supervisor 

From:   Junior  Accountant 

Manager,  Amusement  Operations 


CLASS  TITLE:   CONCESSIONS,  AMUSEMENTS  AND  CAMP  CODE:   333U 

SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  operations  of  all  commissary 
units  of  the  recreation  and  park  department;  inspects  or  supervises 
the  inspection  of  all  food,  restaurant  and  beverage  concessions  leased 
by  the  department  in  order  to  insure  compliance  with  contract  provisions: 
supervises,  through  subordinates,  the  activities  of  all  personnel  of 
the  commissary  division  and  of  camp  mather;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   executing  the  policy  of  the  recrea- 
tion and  park  department  with  considerable  latitude  for  independent 
decisions  and  actions;  interpreting  departmental  rules  to  subordinates 
and  consulting  with  and  advising  them  on  operational  procedures;  making 
numerous  contacts  in  dealing  with  concessionaires  and  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Has  complete  supervision  of  the  management  and  operation  of  all 
units  comprising  the  commissary  division,  including  camp  mather. 

2.  Supervises  the  ordering,  issuing  and  proper  accounting  for 
materials  and  supplies,  contractual  services,  and  food  stuffs  required. 

3.  Makes  constant  inspections  of  units  of  the  commissary  division 
to  determine  attendance  of  personnel,  standards  of  operation,  condition 
of  equipment,  and  cash  receipts  and  inventory. 

h.     Makes  periodic  inspections  of  all  leased  food,  beverage  and 
restaurant  concessions  in  the  department  to  determine  if  contract  commit- 
ments are  being  met. 

5.  Supervises  lease  concessions  at  kezar  stadium  and  pavilion  in 
the  enforcement  of  departmental  rules  and  policies. 

6.  Prepares  budget  estimates  for  the  commissary  division  and 
assigns  duties  and  work  schedules  to  all  employees. 

7.  Interprets  departmental  rules,  regulations  and  policies  to 
employees. 

8.  Inspects  all  completed  work  for  accuracy  and  conformance 
with  instructions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration  or  accounting. 

Requires  at  least  five  years  of  progressively  responsible  experience 
in  the  purchasing  and  sale  of  food  stuffs  and  refreshments;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working  know- 
ledge of  general  business  and  accounting  practices. 

Requires  ability  to  supervise  employees  engaged  in  a  wide  range 
of  occupations  at  scattered  locations  and  deal  tactfully  and  effectively 
with  concessionaires  and  the  general  public. 

PROMOTIVE  LINES: 


CLASS  TITLE:   CONCESSIONS,  AMUSEMENTS  AND  CAMP  CODE:  333k 

SUPERVISOR  (continued) 

To:  No  normal  lines  of  promotion 

From:   Concessions  and  Amusements  Assistant  Supervisor 


CLASS  TITLE:   ZOO  DIRECTOR  CODE:   33^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction  is  responsible  for  the  overall 
planning,  organization  and  direction  of  the  zoological  gardens;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   the  planning  and  administration 
of  a  large  program  of  zoological  exhibits;  the  supervision  of  the  care 
and  custody  of  valuable  animals;  making  frequent  contacts  with  the  public, 
press  and  members  of  civic  organizations  interested  in  the  operations  of 
the  zoo;  exercising  judgment  in  directing  the  work  of  subordinates, 
which  may  involve  the  safety  of  employees  and  the  public. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  the  operation  of  the  zoological  gardens; 
supervises  all  activities  and  personnel  through  a  number  of  subordinates. 

2.  Inspects  the  work  of  employees  as  related  to  the  care,  repair  and 
maintenance  of  buildings,  grounds  and  roadways;  inspects  animal  cages, 
houses,  grottos  and  other  enclosures  for  security  and  cleanliness;  observes 
condition  of  animals  and  consults  with  head  animal  keeper  regarding  care 
and  feeding. 

3.  Consults  with  the  general  manager  of  the  department  and  division 
heads  on  matters  affecting  overall  policy,  such  as  budget  and  personnel 
requirements  or  business  matters;  consults  with  committees  and  individual 
members  of  the  zoological  society  on  policies  regarding  animal  exhibits; 
represents  the  zoo  before  representatives  of  the  press,  radio,  television, 
civic  organizations  and  other  groups. 

k.     Consults  with  veterinarians  and  others  on  nutrition,  sanitation 
and  various  aspects  of  animal  care;  works  with  university  and  veterinaryy 
school  classes,  individual  students  and  graduates  in  zoology  and  allied 
sciences;  consults  with  federal  customs  officials,  animal  dealers,  zoo 
officials  from  other  cities  and  others  regarding  the  purchase,  trade,  ship- 
ment and  trans-shipment  of  animals  and  birds. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree  with  major  course  work  in 
zoology  or  veterinary  science. 

Requires  five  years  of  experience  in  an  administrative  capacity  in 
a  large  zoological  garden;  or  an  equivalent  combination  of  training  and 
experience 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   zoo  administration  and  operation;  proper  care,  diet,  and  habits 
of  various  animals,  birds  and  reptiles;  maintenance  requirements  of  zoos; 
sources  of  supply  and  value  of  a  wide  variety  of  animals;  legislation 
pertinent  to  the  operation  of  the  zoo;  principles  of  good  public  relations. 

Requires  the  ability  to:   administer  the  activities  of  a  large 
zoo;  assign,  supervise  and  direct  personnel;  speak  and  write  effectively. 


CLASS  TITLE:  ZOO  DIRECTOR  (continued)  CODE:   33UO 

PROMOTIVE  LINES : . 

No  normal  lines  of  promotion;  class  exempt  from  examination. 


CLASS  TITLE:   PARKS  SUPERINTENDENT  CODE:   3350 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  the  plan- 
ning, organization  and  direction  of  the  construction,  maintenance  and 
repair  of  all  parks,  landscaped  areas  and  grounds  of  the  Recreation  and 
Park  Department;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   executing  and  interpreting  policy 
and  developing  methods  and  procedures  for  the  operation  of  the  Parks 
Division;  directing  all  custodial  and  maintenance  activities;  making 
personal  contacts  with  commission  members,  city  officers,  members  of 
civic  organizations  and  others  interested  in  the  activites  of  the  Park 
Division;  administering  the  fiscal  affairs  and  the  budgeting  of  the 
division,  based  on  an  analysis  of  needs. 

EXAMPLES  OF  DUTIES: 

1.  Provides  general  administrative  direction  for  the  design,  con- 
struction, reconstruction,  inspection  and  maintenance  of  all  parks, 
landscaped  areas  and  grounds,  including  all  structures,  buildings,  roads, 
paths, courts  and  playground  and  mechanical  equipment. 

2.  Provides  general  administrative  direction  for  the  design, 
operation,  inspection,  construction  and  maintenance  of  all  irrigation 
and  domestic  water  supplies  and  systems,  sewage  treatment  and  disposal 
and  water  reclamation  systems. 

3.  Directs  the  operation  and  maintenance  of  nurseries,  conservatory 
and  golf  courses  and  the  construction  of  new  courses;  periodically  inspects 
all  properties  of  the  department;  consults  with  department  officers  and 
employees  and  other  city  departments  on  matters  affecting  operations; 

may  act  in  the  capacity  of  superintendent  of  structural  and  mechanical 
operation  and  repair. 

h.      Hears  complaints  of  tne  public  and  renders  assistance  in  ar- 
riving at  solutions;  attends  meetings  of  the  Recreation  and  Park  Com- 
mission, Board  of  Supervisors  and  various  committees;  attends  staff  con- 
ferences and  meetings  on  matters  affecting  the  operations  of  the  Park 
Division. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  courses  in  horticulture. 

Requires  at  least  twelve  years  of  progressively  responsible  experience 
in  a  program  of  park  development  and  maintenance,  including  four  years 
of  responsible  administrative  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   all  physical  property  and  activities  of  the  department;  departmental 
rules  and  regulations  and  legislation  affecting  departmental  operations ; 
modern  theory  and  practice  of  park  development  and  maintenance  and  related 
fields. 


CLASS  TITLE:   PARKS  SUPERINTENDENT  (continued)  CODE:   3350 

Requires  the  ability  to:  plan,  organize,  assign  and  direct  the 
activities  of  a  large  group  of  subordinate  personnel;  represent  the 
department  before  various  civic  and  community  organizations;  speak  and 
write  effectively. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -class  exempt  from  examination. 


CLASS  TITLE:   FARMER  CODE:   3U02 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  various  agricultural  duties  in 
the  operation  of  the  farm  at  the  county  jail;  and  performs  related 
duties  a;;  required. 

Requires  responsibility  for:   the  performance  of  duties  according 
to  instructions:  efficient  utilization  of  land,  equipment  and  farm 
supplies.   Nature  of  work  requires  considerable  physical  effort  and 
manual  dexterity  with  frequent  exposure  to  somewhat  disagreeable  ele- 
ments and  working  conditions 

EXAMPLES  OF  DUTIES: 

1.  Plows,  discs  and  otherwise  cultivates  and  prepares  soil  using 
tractors  and  other  mechanical  equipment;  plants  various  vegetable 
crops;  irrigates,  hoes,  waters  and  harvests  crops. 

2.  Supervises  and  performs  the  cleaning  of  poultry  houses,  the 
feeding  and  care  of  poultry  and  the  gathering  of  eggs. 

3.  Operates,  maintains  and  supervises  mobile  farm  equipment; 
demonstrates  proper  work  methods  to  jail  inmates  assigned  to  the  jail 
farm. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  experience  in 
the  performance  of  general  farm  duties;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge 
of:   the  general  principles  and  practices  used  in  the  planting  and 
growing  of  crops;  raising  livestock  and  poultry;  general  farm  equipment 
operation  and  maintenance. 

Requires  ability  and  skill  in  the  application  of  modern  principles 
and  practices  utilized  in  general  farming  and  in  the  care  and  use  of 
pertinent  tools,  equipment  and  facilities. 

PROMOTIVE  LINES: 

To:   Jail  Farm  Supervisor 

From:  Original  Entrance  Examination 


CLASS  TITLE:      JAIL  FARM  SUPERVISOR  CODE:      3UOJ4 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  performs  varied  agricultural  ac 
ties  at  the  county  jail  farm:  and  performs  related  duties  as  required. 

Requires  responsibility  for:  performing  and  supervising  farm 
activities  according  to  established  policy  methods  and  techniques  used 
in  farm  operations;  supervising  the  maintenance  and  custody  of  farm  equip- 
ment; the  efficient  utilization  of  land,  supplies  and  equipment  in 
obtaining  a  maximum  yield  of  farm  produce:  the  preparation  and  submission 
of  reports  on  farm  activities;  making  constant  contact  with  jail  inmates 
assigned  to  farm  duties.   Nature  of  work  requires  considerable  physical 
effort  and  manual  dexterity  with  frequent  exposure  to  somewhat  disagree 
able  elements  and  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  supervises  all  farm  activities  at  the  county  jail; 
supervises,  instructs  and  demonstrates  work  methods  to  jail  inmates 
assigned  to  farm  work;  inspects  completed  work;  supervises  and  assigns 
duties  to  farmers. 

2.  Supervises  and  performs  various  duties  in  the  cultivation, 
seeding,  planting,  irrigation  and  harvesting  of  farm  produce;  supervises 
the  care  and  feeding  of  all  poultry  and  livestock;  supervises  the  opera 
tion  and  maintenance  of  farm  implements  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  three  years  experience  in  the  perfor 
mance  of  general  farming  duties,  of  which  at  least  one  year  shall  have 
been  in  a  supervisory  capacity,  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  working 
knowledge  of:   general  farming  practice,  including  soil  preparation, 
planting,  irrigation  and  harvesting  of  farm  crops;  care  and  feeding  of 
poultry  and  livestock;  use  and  care  of  modern  farm  machinery  and  equip- 
ment. 

Requires  ability  and  skill  to:  plan  the  work  and  assign  duties  to 
subordinates  and  inmates  engaged  in  diversified  agricultural  activities; 
supervise  and  inspect  their  work;  keep  routine  records  and  report  on 
farm  operations. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license . 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Farmer 


CLASS  TITLE:  CARETAKER  CODE:   3UlO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  manual  maintenance  tasks  in  the 
care  of  parks,  squares,  playgrounds  and  landscr /2d  areas  around  build- 
ings; and  performs  related  duties  as  required. 

Requires  responsibility  for  following  oral  or  written  instructions 
and  established  methods  and  procedures.   Nature  of  the  work  requires 
continuing  physical  effort  in  the  performance  of  outside  duties  during 
rainy  or  otherwise  inclement  weather,  involving  occasional  exposure  to 
somewhat  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Waters  lawns,  planted  areas  and  playfields,  manually  or  by 
means  of  automatic  sprinklers;  uses  hand  or  power  mower  to  cut  lawns; 
fertilizes  lawns,  shrubs  and  flower  beds. 

2.  Trims  and  prunes  shrubs  and  hedges  by  use  of  hand  or  power 
shears;  gathers  and  disposes  of  cuttings. 

3.  Under  close  supervision,  sprays  vegetation  for  insect  control; 
plants  and  transplants  shrubs  or  small  plants;  traps  or  destroys 
rodents;  assists  in  the  sodding  and  resodding  of  lawns  or  play  areas. 

h.     Picks  up  litter;  sweeps  and  otherwise  cleans  play  areas,  paths 
or  roadways;  burns  trash;  assists  in  the  loading  of  debris  on  clean-up 
truck. 

5.  Rakes  and  weeds  lawns;  weeds  and  cultivates  planted  areas; 
cleans  restrooms  or  other  auxiliary  buildings  on  a  playground  or  a 
park;  makes  miner  repairs  to  buildings,  drains  and  fences. 

6.  Sharpens,  cleans  and  otherwise  maintains  tools  and  equipment, 
and  performs  general  maintenance  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  one  year  of  experience  in 
the  care  and  maintenance  of  landscaped  areas  or  general  grounds;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge 
of  general  grounds  maintenance  and  plant  care  and  the  use  of  the 
required  tools  and  equipment. 

Requires  ability  to  follow  oral  or  written  instructions  and  cooperate 
with  others  in  the  performance  of  duties. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Gardener 

Groundskeeper  Sports 

From:  Original  entrance  examination 


CLASS  TITLE:   GROUNDSKEEPER,  SPORTS  CODE:   3l*Ui 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  horticultural  maintenance  work 
on  ball  diamonds,  bowling  greens,  golf  courses  and  other  recreational 
grounds  and  facilities;  and  performs  related  duties  as  required. 

Requires  responsibility  for  following  detailed  oral  and  written  in- 
structions in  the  layout,  marking  and  maintenance  of  various  types  of 
playfield  and  game  areas  either  in  working  alone  or  as  a  member  of  a 
small  crew  or  group.   Nature  of  work  requires  continuing  physical  effort 
in  performing  outdoor  tasks,  frequently  in  rainy  or  otherwise  inclement 
weather,  with  occasional  exposure  to  somewhat  disagreeable  working  condi- 
tions. 

EXAMPLES  OF  DUTIES: 

1.  Maintains  ball  diamonds,  tennis  courts,  golf  courses,  putting 
greens  and  bowling  greens  in  order  to  keep  them  in  first  class  playing 
condition  at  all  times. 

2.  Marks  playing  fields  as  specifically  required  for  various 
sports  and  games;  screens  soil  for  top  dressing;  hand  waters  greens  and 
fairways;  clears  greens  of  excessive  moisture;  spikes  greens;  edges  and 
rakes  sand  traps;  repairs,  rebuilds  and  resods  tees;  changes  pins  on 
greens;  sprays  greens  for  disease  control. 

3.  Edges,  mows  and  waters  lawns;  prunes  hedges  and  trees,  hoes 
weeds  and  follows  the  usual  work  pattern  of  a  gardener  in  general  park 
maintenance. 

h.      Cleans  and  sharpens  necessary  working  tools  and  mowers  and 
otherwise  maintains  tools  and  equipment. 

5>.  May  mop  floors,  clean  toilets,  wash  windows  and  sweep  around 
the  areas  for  which  he  is  responsible. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  high 
school,  supplemented  by  at  least  two  years  of  general  caretaker  and 
gardening  maintenance  work;  or  an  equivalent  combination  of  training 
and  experience. 

nowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of  caretaker  and  gardening  maintenance,  including  knowledge  of  various 
games  and  sports,  particularly  those  played  on  lawns  or  turf  and  with 
special  emphasis  on  methods  of  marking  the  specific  type  of  playing 
area  and  its  dimensions. 

Requires  ability  and  skill  to  follow  detailed  instructions  and 
procedures  and  cooperate  with  fellow  employees  performing  similar  tasks. 

PROMOTIVE  LINES: 

To:   Gardener  Sub-Foreman 

From:   Caretaker 


CLASS  TITLE:   GARDENER  CODE:   3U16 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  horticultural  work  in 
the  propagation  and  care  of  flowers,  shrubs  and  trees;  develops,  plants 
and  cares  for  new  landscape  areas;  maintains  existing  plots  and  other 
planted  areas;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  instructions  and  establishd 
methods  and  procedures,  with  some  latitude  for  independent  judgment  and 
action;  the  care  of  nursery  stock  and  ornamental  plants,  shrubs  and 
trees  of  considerable  value.   Nature  of  duties  requires  considerable 
physical  effort  in  performing  various  outdoor  activities  with  occasional 
exposure  to  rain  and  other  inclement  weather  conditions  and  somewhat 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Sterilizes  and  mixes  soils;  makes  cutting;  transplants  seedings: 
cultivates  fields  and  flower  beds;  pots  and  repots  plants;  stakes  and 
sprays  plants;  weeds  flower  beds  and  containers:  balls  plants  and 
shrubs;  fertilizes  plants:  plants  and  transplants  nursery  stock. 

2.  Maintains  ornamental  gardens;  cares  for  trees,  plants,  shrubs 
and  lawns;  performs  specialized  duties  in  connection  with  the  care  of 
special  plant  exhibits. 

3.  Sprays  for  diseases  and  insect  control;  makes  repairs  to 
damaged  trees  and  shrubs;  resods  and  otherwise  repairs  lawns  or  playing 
areas. 

U.  May  mow  and  trim  lawns;  prune  trees,  plants,  shrubs,  and  trims 
hedges  with  hand  and  power  driven  equipment;  may  water  lawns  and  planted 
areas  with  hoses  or  automatic  sprinklers;  may  plant  trees,  shrubs  and 
ground  cover;  trap  rodents;  weed  lawns  and  planted  areas. 

5>.   Loads  and  drives  light  trucks  in  making  deliveries  of  nursery 
stock;  makes  simple  emergency  repairs  to  nursery  buildings  or  green- 
houses; sweeps  and  cleans  nursery  or  conservatory;  makes  wooden  frames 
for  plant  beds;  inspects  and  makes  minor  repairs  to  sprinkler  and  hoses; 
sharpens,  cleans,  lubricates  and  otherwise  maintains  tools  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  two  years  of  experience  in  gardening  and 
landscaping  maintenance  work;  or  an  equivalent  combination  of  training 
and  experience. 

Knowle  lee.  :  •  .  ~ '  -i-  -  andS  LI]  ;  Requires  good  knowledge  of  tin 
shrubs,  plants  and  plant  culture,  including  plant  identification,  and 
the  implements  and  equipment  used  in  general  horticulture  maintenance 
plant  propagation. 

Requires  the  ability  and  skill  to  follow  oral  and  written  instruc- 
tions and  cooperate  with  others  in  the  performance  of  similar  duties. 


CLASS  TITLE:  GARDENER  (Continued)  CODE:   31+16 

License:  Requires  possession  of  valid  state  motor  vehicle  opera- 
tor's license. 

PROMOTIVE  LINES: 

To:  Gardener  Sub -Foreman 

From:  Original  entrance  examination 
Caretaker 


CLASS  TITLE:   POWER  MOWER  OPERATOR  CODE:   3U17 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  rides  and  operates  power  lawn  mower  in 
connection  with  the  maintenance  of  large  lawns;  performs  routine  servic- 
ing ot  mowers j  performs  skilled  duties  in  the  maintenance  and  propagation 
of  plants  and  trees j  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  routine  instructions  and 
established  procedures.   Nature  of  work  requires  some  physical  effort  and 
occasional  exposure  to  unpleasant  working  conditions. 

EXAMPLES  OF  DUTIES: 

J .  Operates  a  commercial  type  power  lawn  mower  in  cutting  large  orna- 
mental lawnr  and  athletic  fields. 

2.  Maintains  mower  and  other  equipment  by  oiling,  greasing,  sharpen- 
ing, adjusti  lg  and  replacing  worn  parts. 

3.  When  so  assigned,  may  perform  skilled  horticultural  work  in  the 
propagation  of  nursery  stock  and  the  pruning  of  trees  and  shrubs. 

MTNIMUM  QUALIFICATIONS: 

"raining  and  Experi  ence :  Requires  completion  of  high  school  supple- 
mented By  three  years  o.C  experience  in  general  horticultural  maintenance. 

nowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of:   the 
operation,  maintenance  and  use  of  power  lawn  mowers;   general  gardening 
and  nursery  practices. 

Requires  ability  bo:   understand  and  follow  instructions;  perform 
wotL-  requiring  physical  effort  and  occasional  exposure  to  unpleasant  work- 
ine  conditions, 

PROMOTIVE  LINES: 

To:   Gardener  Sub-Foreman 

From:   Gardener 


CLASS  TITLE:  GARDENER  SUB-FOREMAN  CODE:   3U18 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  and  participates  in  the  per- 
formance of  skilled  horticultural  maintenance  operations;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  assigning  work 
according  to  definite  instructions  or  well  established  procedures;  pre- 
venting losses  or  damage  of  landscaped  or  planted  areas;  the  efficient 
use,  custody  and  care  of  materials  and  implements;  keeping  simple 
records  and  making  required  reports.   Nature  of  work  requires  consider- 
able physical  effort  in  performing  outdoor  work  with  occasional  exposure 
to  rain  or  other  inclement  weather  conditions  and  somewhat  disagreeable 
elements . 

EXAMPLES  OF  DUTIES: 

1.  Supervises  horticultural  work  in  connection  with  the  landscap- 
ing and  maintenance  of  parks,  squares,  playgrounds  and  landscaped  areas 
around  buildings,  including  gardeners  and  caretakers  performing  various 
tasks  in  connection  with  these  activities. 

2.  Performs  the  duties  of  a  gardener  involving  knowledge  of  the 
propagation  of  plants;  starts  new  cuttings;  plants  sets  for  bedding; 
cares  for  plants  in  greenhouse  and  nursery. 

3.  Mixes  various  spraying  solutions,  insecticides  and  fungicides 
according  to  formulas  for  varying  conditions  and  services  to  control 
diseases  and  insect  pests  on  plants,  trees  and  shrubs. 

h.  Supervises  and  participates  in  the  pruning  of  shrubs,  trimming 
of  trees  and  planting  of  shrubs  and  trees  about  the  premises. 

5.  May  perform  other  miscellaneous  gardening  and  caretaking  duties 
as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup 
plemented  by  at  least  three  years  of  experience  as  a  gardener,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  working 
knowledge  of  horticulture,  trees,  shrubs,  plants,  plant  culture  and  plant 
identification,  and  of  the  use,  care  and  maintenance  of  related  imple- 
ments and  equipment. 

Requires  ability  and  skill  to  interpret  policies  and  explain  moth 
and  procedures  to  co  workers  and  direct  and  inspect  their  work. 

License:  Requires  possession  of  valid  state  vehicle  operator's 
license. 


CLASS  TITLE:  GARDENER  SUB-FOREMAN  (Continued)  CODE:   31*18 

PROMOTIVE  LINES: 

To:  Gardener  Foreman 

From:  Gardener 

Groundskeeper,  Sports 


CLASS  TITLE:   MUNICIPAL  STADIUMS  OROUNDSKEEPER  CODE:   3U9 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  a  variety  of  skilled  tasks  in  connection 
with  the  maintenance  of  the  football  field  and  track  at  kozar  stadium; 
performs  specialized  and  exacting  duties  in  marking  and  otherwise  pre- 
paring the  field  for  professional  football  and  other  sports;  prepares 
and  marks  racing  lanes  on  track;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   following  detailed  in- 
structions and  established  rules  relating  to  the  layout  of  football 
fields,  facilities  for  track  and  field  events  and  other  sports  and 
special  programs;  preventing  loss  or  damage  to  city  property.  Nature  of 
work  requires  frequent  personal  contact  with  sports  officials,  partici- 
pants a     virs. 

EXAMPLES  OF  DUTIES: 

1.  Measures  and  marks  football  field;  erects  and  pads  goal  posts  in 
appropriate  position;  places  flags  and  other  fi.eld  markers  prior  to  each 
game,  removing  them  after  the  game;  sets  up  players'  benches,  timers' 
table,  and  field  telephone  table  before  games;  sets  up  press  box;  issues 
chains  and  markers  to  game  officials;  clears  stadium  of  spectators  after 
games;  prevents  destruction  or  removal  of  stadium  property. 

2.  Constructs,  maintains,  measures  and  marks  pits  and  foul  lines  for 
various  fi.eld  events;  waters,  grades,  cleans,  drags  and  rolls  track; 
measures  and  marks  start  and  finish  lines  and  lanes  for  various  track 
events;  sets  up  hurdles  on  track;  marks  field  for  soccer  games. 

3.  Supervises  a  crew  of  temporary  employees  engaged  in  clean-up 
operations  and  installing  or  removing  field  covers. 

h.   Waters,  mows,  edges,  weeds,  seriates  and  fertilizes  playing 
field;  repairs,  .^eseeds  and  re  sods  worn  areas;  prepares,  grades  and 
plants  seed  bed  for  playing  fi^ld;  prunes  and  cares  for  shrubbery; 
applies  fungicide  and  weed  killer  to  lawn. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  experience  in  groundskeeping  and 
related  garden: ng  work. 

Knowledge,  Abilities  anrt  Skills:  Requires  considerable  knowledge 
of:   general  horticultural  maintenance  practices,  particularly  as 
applied  to  the  care  of  lawns  and  turf;  the  rules  of  professional  and 
amateur  football,  track  arri  other  sports,  particularly  as  they  apply 
to  the  marking  of  playing  areas. 

Requires  ability  to:   follow  detailed  directions  in  setting  up 
field  and  track  for  a  variety  of  sport  activities;  perform  work  requir- 
ing considerable  physical  effort. 

PROMOTIVE  LINES: 

rn:   No  normal  lines  of  promotion 

From:   hardener 


CLASS  TITLE:   GARDENER  FOREMAN  CODE:   31*20 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  work  of  gardener  sub-foreman, 
gardeners,  caretakers  and  others  engaged  in  the  maintenance  of  parks, 
grounds,  recreational  facilities  or  other  landscaped  and  planted  areas; 
supervises  plant  prop  gation;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  enforcing  existing 
procedures  and  methods  of  operation;  exercise  of  independent  judgment 
in  the  assignment,  supervision  and  instruction  of  subordinates  and  the 
inspection  of  their  work;  making  some  public  contact  and  preparing 
records  of  activities  and  required  reports.  Nature  of  outdoor  work  re- 
quires considerable  physical  effort  and  occasional  exposure  to  rain  and 
seasonal  elements  and  some  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  work  of  gardeners  and  others  in  the  maintenance 
and  care  of  parks  and  other  planted  and  landscaped  areas;  instructs 
subordinates  in  methods  to  be  used  and  frequently  inspects  their  work; 
supervises  plant  propagation  activities. 

2.  Supervises  irrigation,  spraying,  weeding,  cleanup  work,  sodding, 
pruning,  mowing  and  other  routine  horticultural  maintenance  operations. 

3.  Supervises  weeding,  transplanting,  potting  and  planting  of 
nursery  stock;  selects  stock  and  fills  orders  for  plants;  may  perform 
or  supervise  minor  repairs  to  buildings,  greenhouses  or  equipment. 

h.   Requisitions  supplies;  keeps  records  of  activities  and  makes 
required  reports, 

5.  Supervises  assigned  heavy  equipment  operators  in  the  construc- 
tion and  reconstruction  of  landscaped  areas. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  five  years  of  increasingly  res- 
ponsible experience  as  a  gardener;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
gardening  practice  particularly  as  applied  to  the  maintenance  of  parks 
and  planted  and  improved  propagation  and  growing  grounds  and  the 
nursery  stock;  the  organization  and  operations  of  the  various  city 
departments  with  respect  to  gardening  and  landscaping  activities  therein. 

Requires  the  ability  to:  direct,  supervise  and  inspect  the  work 
of  others;  maintain  satisfactory  employee  cooperation  and  relationships. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator' s  license. 

PROMOTIVE  LINES: 

r_o:  Area  Supervisor,  Parks,  Squares  and  Facilities 

From:  Gardener  Sub-Foreman 


CLASS  TITLE:   INSECTICIDE  SPRAY  OPERATOR  CODE:  }h2h 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  inspects  trees,  shrubs,  grass  and  other 
vegetation  for  evidence  of  disease  or  the  presence  of  harmful  insect 
life;  sprays  or  otherwise  applies  insecticides  to  eliminate  or  control 
the  specific  conditions  found;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  assignments  in  the  field 
according  to  established  procedures;  inspecting  plant  life  and  mixing 
and  applying  various  insecticides  and  chemicals;  preparing  required 
records  and  reports.   Nature  of  work  requires  considerable  physical 
effort  in  performing  outdoor  work  with  continuing  exposure  to  chemical 
liquids,  dust  and  odors  and  other  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Mixes  various  prescribed  chemicals  and  compounds  to  be  used 
for  the  control  of  diseases,  insect  pests,  fungi  and  harmful  plants  or 
weeds. 

2.  Sprays  trees,  shrubs  and  annuals  as  directed  and  when  needed; 
inspects  trees  and  applies  insecticides  when  needed;  operates  sprayer 
motor  and  sprayers  of  various  types. 

3.  May  use  small  boat  and  specialized  equipment  in  spraying  lakes 
for  algae  and  weed  control. 

h.  May  use  spraying  equipment  in  applying  liquid  fertilizer. 

5.  May  utilize  spray  equipment  in  washing  down  statues  and  monu- 
ments. 

6.  May  direct  the  work  of  a  chauffeur  in  the  operation  of  a  spray 
truck. 

7.  Requisitions  needed  supplies  and  keeps  records  of  chemicals 
used  and  of  spray  and  control  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  three  years  experience  as  a 
gardener,  or  an  equivalent  combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of 
the  methods,  equipment  and  supplies  used  in  the  control  of  harmful 
insect  life,  fungi  and  undesirable  vegetation. 

Requires  the  ability  and  skill  to:  use  and  care  for  mechanical 
sprayers,  motors  and  other  related  equipment;  prepare  and  maintain 
records  and  files  of  operations  for  the  purpose  of  repeating  applica- 
tions of  insecticides  or  other  control  agents  at  the  proper  intervals. 

PROMOTIVE  LINES: 

To:  Gardener  Foreman 

From:  Gardener 


CLASS  TITLE:   NURSERYMAN  CODE:   3U28 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  participates  in  the  performance  of 
various  plant  propagation  activities  in  a  nursery  or  greenhouse  conserv- 
atory; and  performs  related  duties  as  required. 

Requires  responsibility  for:   the  execution  of  policy  and  procedures 
as  interpreted  by  the  chief  nurseryman;  the  care  and  maintenance  of  plant 
collections  and  horticultural  exhibits  of  considerable  value;  keeping 
detailed  and  accurate  records  of  plant  propagation  and  identification; 
making  frequent  contacts  with  visitors  and  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  subordinates  and  participates  in  the 
performance  of  a  variety  of  nursery  activities;  makes  and  sets  cuttings; 
makes  grafts;  sows  seed,  transplants  seedlings  or  rooted  cuttings  to  pots 
or  flats;  gathers  seed;  lays  out  beds  for  field  crops;  pots  and  repots 
plants. 

2.  Sterilizes  and  mixes  soils  to  be  used  in  plant  propagation 
activities;  prepares  and  applies  fungicides  and  insecticides  to  be  used 
in  the  nursery;  applies  fertilizers  to  crops  when  needed;  prunes  and 
stakes  nursery  stock. 

3.  Makes  necessary  adjustments  regarding  ventilation,  temperature, 
humidity  and  other  environmental  factors  affecting  plant  materials; 
supervises  the  irrigation  and  cultivation  of  all  crops. 

h.     Prepares  floral  displays  and  fills  orders  for  greenhouse  stock; 
takes  inventory  of  stock,  maintains  accurate  and  detailed  records  of 
plant  propagation  activities;  inspects  nurseries  and  greenhouses  for 
proper  repair,  and  may  make  minor  repairs  as  needed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  courses  in  floriculture,  and  at  least  two  years 
of  experience  as  a  gardener,  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  know- 
ledge of  plant  and  floriculture;  the  principles  of  floricultural  dis- 
play; soil  properties  and  the  effects  of  environment  on  plant  life. 

Requires  ability  and  skill  to:  plan,  inspect  and  direct  the  work 
of  auxiliary  employees;  effectively  execute  a  program  of  plant  propaga- 
tion and  display;  make  effective  presentations  of  conservatory  activities 
before  interested  groups. 

PROMOTIVE  LINES: 

To:   Chief  Nurseryman 

From:  Gardener  Sub-Foreman 


CLASS  TITLE:   CHIEF  NURSERYMAN  CODE:   3U30 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans  and  directs  the  operations  of  a 
large  conservatory  or  one  or  two  nurseries;  supervises,  either  directly 
or  through  subordinates,  various  horticultural  activities  including  the 
propagation  of  nursery  stock  and  the  preparation  of  floral  displays; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   administration  of  the  nursery  or 
conservatory  programs  according  to  existing  policies;  preparation  of 
extensive  records  concerning  detailed  operational  activities;  achieving 
economies  through  the  use  of  sound  judgment  in  the  assignment  of 
personnel  and  in  the  direction  of  plant  culture  activities  which  may 
involve  valuable  nursery  stock. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  overall  horticultural  operations  of  a  large  con- 
servatory or  several  nurseries;  directs  the  activities  of  nurserymen, 
gardeners,  foreman  gardeners  and  other  employees;  determines  the 
species  and  quantities  of  plants  to  be  propagated;  plans  and  directs 
the  installation  of  decorative  floral  arrangements:  makes  determina- 
tions as  to  temperatures,  soil  mixtures  and  other  factors  important 
to  the  propagation  of  various  plants. 

2.  Attends  staff  meetings  and  consults  with  superiors  and  depart- 
mental advisory  personnel  in  order  to  coordinate  efforts  and  anticipate 
the  demands  for  various  types  of  stoc-;  answers  various  questions  of 
the  public  and  staff  members  concerning  plant  care  and  propagation; 
prepares  and  submits  budget  requests  for  supplies  and  equipment;  in- 
spects buildings,  greenhouses  and  other  property  for  damage;  requests 
and  directs  repair  work. 

3.  Conducts  tours  through  exhibit  rooms  and  growing  houses; 
plans  and  times  exhibits  of  flowering  and  foliage  plants;  arranges 
for  exchange  of  plant  material  with  other  nurseries  and  botanical 
/ardens. 

k.      Maintains  and  supervises  the  maintenance  of  records  of  plant 
culture  and  other  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  courses  in  horticulture  including  plant 
propagation  and  nursery  works,  and  at  least  four  years  of  progressively 
responsible  experience  in  plant  propagation,  including  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CHIEF  NURSERYMAN  (Continued)  CODE:   31+30 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
the  techniques,  materials  and  equipment  used  in  plant  culture  and  floral 
displays  and  exhibits,  particularly  as  applied  to  the  operations  of  the 
recreation  and  park  department. 

Requires  the  ability  to  plan  and  direct  the  operations  of  a  year 
round  program  of  plant  and  floriculture. 

Requires  skill  and  imagination  in  the  design  and  layout  of  floral 
displays  and  special  exhibits. 

PROMOTIVE  LINES: 

To:  Grounds  Maintenance  Director 

From:   Nurseryman  and  Gardener  Foreman 


CLASS  TITLE:   ARBORETUM  ACCESSIONS  SUPERVISOR  CODE:   3U32 

CHARACTERISTICS  OF  THE  CUSS: 

Under  direction,  performs  technical  horticultural  work  of  more  than 
average  difficulty  in  the  performance  and  supervision  of  duties  relating 
to  the  receipt,  care,  culture  and  identification  of  plant  accessions  at 
strybing  arboretum;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforce- 
ing  existing  policy  and  methods  relating  to  plant  accessions;  making  reg- 
ular contacts  with  other  departmental  personnel  and  the  general  public  in 
connection  with  arboretum  operations;  maintaining  records  of  plant  acces- 
sions and  plant  performance  data. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  cultural  operations  for  plant  accessions,  such  as 
pruning,  spraying,  dusting,  fumigation,  polination,  weed  control,  irriga- 
tion, cultivation,  planting,  transplanting,  storage  and  distribution; 
receives,  maintains  and  propagates  new  plant  accessions.   Plans  and  super- 
vises the  work  of  subordinates. 

2.  Maintains  labels  of  all  plant  accessions  on  display;  maintains 
maps  showing  current  location  of  all  displays  in  the  arboretum;  records 
and  files  current  data  on  plants  by  accession  number,  scientific  and 
common  names  and  location;  maintains  annual  performance  records  of  plant 
accessions;  identifies  plant  specimens. 

3.  Distributes  propagules  from  prepared  lists  and  maintains  data  on 
such  distributions;  maintains  current  files,  maps,  books  and  other  records 
necessary  for  the  operation  of  strybing  arboretum.   Inspects  arboretum 
buildings  and  facilities  for  proper  repair. 

h.   Conducts  assigned  tours  through  the  arboretum;  delivers  lectures 
on  botanical  subjects  to  interested  groups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  courses  in  plant  nomenclature  and  horticulture,  and  at 
least  eight  years  of  progressively  responsible  horticultural  experience, 
including  at  least  two  years  of  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
fundamental  plant  nomenclature;  gardening  practices;  plant  propagation 
and  general  arboretum  maintenance;  record  keeping  practices. 

Requires  ability  to:   identify  and  care  for  a  wide  variety  of 
domestic  and  exotic  plant  specimens;  describe  to  visitors  the  activi- 
ties of  the  arboretum;  plan  and  supervise  the  work  of  a  horticultural 
maintenance  crew;  speak  and  write  effectively. 

PROMOTIVE  LINES: 

To:  Grounds  Maintenance  Director 

From:  Nurseryman 

Gardener  Foreman 
Gardener  Sub-Foreman 


CLASS  TITLE:   TREE  TOPPER  CODE:   3U3U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  dut;e  ng  the  maintenance 
and  removal  of  trees  and  other  vegetation;  and  performs  related  duties  as 
required. 

Requires  responsibility  for  carrying  for  trees  according  to  instruc- 
tions issued  by  the  foreman  or  other  supervisor.   Nature  of  work  involves 
accident  and  injury  hazards  and  public  safety  factors,  requiring  consider- 
able physical  effort  and  manual  dexterity  with  frequent  exposure  to 
arduous  and  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Climbs  trees  and  removes  dead,  diseased  or  otherwise  damaged  or 
unwanted  limbs  or  tree  tops;  prunes,  fells  and  cuts  up  trees;  piles 
trimmings  for  pick  up  and  disposal. 

2.  Performs  various  types  of  rigging  in  connection  with  this  work; 
operates  chain  and  hand  saws,  aerial  ladder  truck  and  other  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  ] last  one  year  of  experience  in 
trimming  and  caring  for  shade  trees,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  of 
the  methods,  materials  and  equipment  used  in  trimming  and  caring  for 
trees. 

Requires  ability  and  skill  to  do  the  necessary  roping  and  rigging 
connected  with  this  work. 

Requires  some  mechanical  aptitude  in  the  use  of  power  saws  and 
other  equipment. 

PROMOTIVE  LINES: 

To:   Tree  Topper  Foreman 

From:  Original  entrance  examination 


CLASS  TITLE:   TREE  TOPPER  FOREMAN  CODE:   3U36 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  assignment  and  supervision 
of  a  crew  of  tree  toppers  engaged  in  pruning  and  felling  trees  and  limbs j 
and  performs  related  duties  as  required. 

Requires  responsibility  for  scheduling  work  and  directing  methods 
and  procedures  used  in  topping  arid  trimming  trees  and  other  vegetation, 
involving  hazards  to  employees  or  public  safety.  Nature  of  duties  involves 
occasional  participation  in  tree  topping  work  requiring  considerable 
physical  effort  and  manual  dexterity  with  exposure  to  accident  and  injury 
hazards  and  disagreeable  elements  and  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  directs  a  crew  of  tree  toppers  in  the  pruning 
and  removal  of  trees  and  limbs;  exercises  judgment  in  appraising  condi- 
tion of  trees,  especially  with  regard  to  public  safety;  supervises  the 
use  of  rigging  and  other  equipment. 

2.  Drives  and  operates  an  aerial  boom  truck  and  supervises  sub- 
ordinates in  its  use;  repairs  and  maintains  equipment  such  as  rigging 
and  power  saws. 

3.  May  occasionally  perform  the  duties  of  a  tree  topper;  requisi- 
tions supplies  and  equipment  as  needed;  keeps  records  of  activities  and 
makes  required  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  three  years  of  experience 
in  the  performance  of  duties  of  a  tree  topper;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of:   the  methods,  materials  and  equipment  used  in  trimming 
and  caring  for  trees. 

Requires  ability  and  skill  to  perform  the  necessary  rigging  used 
in  this  work;  supervise  subordinates  engaged  in  hazardous  tree  topping 
operations. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Tree  Topper 


CLASS  TITLE:   STREET  PLANTING  SUPERVISOR  CODE:   3WaO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  supervision  of  the  planting, 
maintenance  and  care  of  all  landscaped  and  planted  streets  and  boule- 
vards; and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  enforc- 
ing existing  methods  and  procedures  relative  to  street  tree  planting 
activities  and  assists  in  the  development  of  new  methods  and  procedures; 
making  regular  contacts  with  the  general  public,  other  departmental  per- 
sonnel and  members  of  outside  organizations  in  connection  with  street 
tree  planting  and  maintenance  programs;  preparing  detailed  reports,  pro- 
posals and  recommendations  in  connection  with  care,  maintenance  and  de- 
velopment of  landscaped  streets  and  boulevards. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  lays  out  work  programs  for  subordinate  personnel  and 
assures  that  all  materials,  equipment  and  supplies  necessary  to  the  care 
and  maintenance  of  landscaped  areas  are  available  to  the  various  crews. 

2.  Assures  that  all  city  owned  trees,  shrubbery  and  landscaped 
areas  of  the  city  boulevards  and  streets  are  properly  watered,  pruned 
and  planted  according  to  instructions. 

3.  Advises  applicants  for  street  tree  permits  on  rules  and  regula- 
tions governing  such  permits  and  recommends  types  of  trees,  shrubbery 
and  plants  that  are  best  adapted  to  the  particular  location. 

i|.   Selects  shrubbery,  trees  and  plants  in  connection  with  experi- 
mental programs  relative  to  their  growth,  habits  and  suitability  to  var- 
ious areas  of  the  city. 

5.  Prepares  budget  estimates  and  work  programs  for  the  care,  main- 
tenance and  planning  of  landscaped  streets  and  boulevards. 

6.  Serves  as  secretary  to  the  street  tree  advisory  committee;  pre- 
pares landscape  plans  and  other  recommendations  in  connection  with  street 
tree  planting  activities  for  consideration  by  the  committee. 

7.  Coordinates  committee  recommendations  and  proposals  with  various 
other  city  departments  involving  the  engineering,  planting  and  contrac- 
tual work  relative  to  landscaping  new  streets  and  boulevards. 

8.  Investigates  complaints,  requests  and  calls  concerning  land- 
scaped streets  and  boulevards  to  assure  that  such  complaints  are  properly 
handled. 

9.  Serves  as  department  representative  before  various  civic  and 
professional  organizations  relative  to  street  tree  planting  and  maintain- 
ing programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  preferably  supplemented  by  courses  in  horticulture  or  forestry, 
and  six  years  of  progressively  responsible  experience  in  the  planting, 
care  and  maintenance  of  trees,  shrubs,  lawns  and  similar  landscaped  areas, 
including  one  year  of  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:   STREET  PLANTING  SUPERVISOR  CODE:  3hhO 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
landscaping  and  gardening  methods  and  procedures,  particularly  as  applied 
to  the  planting  and  care  and  maintenance  of  trees,  shrubs,  flowers  and 
lawns;  existing  laws,  codes  and  ordinances  related  to  street  tree  planting 
and  maintenance  programs;  the  functions  of  the  various  committees  and  de- 
partments participating  in  street  planting  activities. 

Requires  considerable  ability  and  skill  to:  plan,  organize,  assign 
and  supervise  the  work  of  subordinate  personnel;  maintain  records  and  re- 
ports on  operational  activities;  deal  effectively  and  courteously  with  the 
general  public,  other  departmental  personnel,  and  outside  agencies  and 
organizations;  apply  modern  horticulture  and  forestry  methods  and  proce- 
dures to  practical  field  operations. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tor's license. 

PROMOTIVE  LINES: 

To:  Grounds  Maintenance  Director 

From:  Gardener  Foreman 


CLASS  TITLE:   AGRICULTURAL  INSPECTCR  CCDE:   3U50 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  inspects  and  issues  permits  and  certifi- 
cates for  shipment  and  sales  of  fruits,  vegetables,  nursery  stock,  seeds 
and  other  agricultural  products;  detects  pests,  insects,  diseases  and 
evidences  of  deterioration;  enforces  codes  and  laws  pertaining  to  agri- 
culture inspection  in  order  to  promote  agricultural  welfare;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  en- 
forcing existing  policy  and  methods  in  the  inspection  of  agricultural 
products;  achieving  minor  economies  in  preventing  spoilage  of  food; 
personal  contacts  with  the  general  public,  merchants  and  representatives 
of  organizations  involving  difficult  negotiations;  keeping  related 
records  and  reports.  Nature  of  work  requires  some  physical  effort  in 
lifting  and  opening  crates  and  boxes  with  frequent  exposures  to  minor 
abrasions,  bruises  and  sprains. 

EXAMPLES  OF  DUTIES: 

1.  Makes  various  inspections  for  enforcement  of  the  minimum  pro- 
visions of  the  state  agricultural  code;  inspects  eggs  by  candling  and 
weighing  to  determine  size,  grade  and  wholesomeness;  inspects  fruits 
and  vegetables  for  evidence  of  deterioration,  decay  and  misrepresenta- 
tion; inspects  poultry,  rabbits,  geese  and  ducks  for  proper  labeling 
and  classifications;  inspects  honey  for  cleanliness,  proper  size  con- 
tainers and  markings;  issues  tags  and  notices  of  instances  of  violations. 

2.  Makes  plant  quarantine  inspections  at  post  offices,  railroad 
stations,  truck  depots,  docks  and  nurseries  for  harmful  insect  and 
disease  pests  which  may  be  entering  the  state  in  plants,  fruits,  vege- 
tables and  soil;  certifies  export  shipments  for  requirements  of  country 
of  destination. 

3.  Inspects  bees  and  hives  to  assure  registration  and  freedom 
of  apiary  diseases  and  insect  pests. 

h'     Draws  official  samples  and  certifies  seed;  inspects  for 
noxious  weed  seeds;  makes  pest  control  surveys  for  insects  and  diseases; 
places  and  services  fly  traps. 

5.   Issues  standardized  violation  notices,  disposal  orders,  stop 
sale  orders  and  warnings,  as  necessary,  in  order  to  insure  proper  com- 
pliance with  federal,  state  and  local  laws;  compiles  daily  summary 
sheets  of  lots  and  packages  inspected. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of 
agricultural  college,  supplemented  by  at  least  two  years  of  practical 
experience  in  plant  quarantine,  pest  control  and  distribution  or 
inspection  of  wholesale  lots  of  fruits,  nuts,  honey,  eggs,  nursery 
stock,  vegetables  or  other  agriculture  products;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE;  AGRICULTURAL  INSPECTOR  (Continued)  CODE:   3lr50 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
federal,  state  and  local  codes  relating  to  agricultural  inspection,  in- 
cluding methods  of  control  or  eradication  of  rodents,  pests,  animals, 
and  noxious  weeds,  methods  of  testing  and  controlling  plant  pests  and 
diseases. 

Requires  ability  to:  interpret  and  explain  agriculture  laws  and 
regulations;  work  effectively  with  merchants,  farmers,  wholesalers  and 
the  general  public;  keep  records;  follow  written  and  oral  instructions. 

License:  Requires  possession  of:   a  valid  certificate  of  eligibili- 
ty as  an  agricultural  inspector  in  plant  quarantine  and/ or  fruit,  nut, 
vegetable,  egg  and  honey  standardization  and  poultry  and  rabbit  meat 
inspection  as  issued  by  the  State  Department  of  Agriculture;  a  valid 
State  Motor  Vehicle  Operator1 s  license. 

PROMOTIVE  LINES: 

To:  Senior  Agricultural  Inspector 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  AGRICULTURAL  INSPECTOR  CODE:   3U52 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  planning,  organizing  and  directing 
programs  to  promote  agricultural  welfare  and  enforce  codes  and  laws 
pertaining  to  agricultural  inspection;  supervises  work  of  agricultural 
inspectors;  acts  for  the  chief  agricultural  inspector  in  his  absence; 
and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   developing,  coordina- 
ting, organizing  and  executing  policy  and  methods  in  the  agriculture 
department;  achieving  minor  economies  in  preventing  law  suits  and 
delays  in  inspection  of  agricultural  products;  making  continuing  per- 
sonal contacts  with  the  general  public,  merchants  and  representatives 
of  organizations  involving  difficult  negotiations  and  interpretations; 
supervising  and  participating  in  the  preparation,  approval  and  main- 
tenance of  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  inspectors  and  clerical  personnel  in  the  proper 
enforcement  of  provisions  of  the  state  agriculture  code,  state  admini- 
strative code  and  other  rules  and  regulations  relating  to  the  standardi- 
zation of  fruits,  nuts,  vegetables,  eggs,  honey  and  poultry;  plant 
quarantine;  seed  and  apiary  inspections. 

2.  Supervises  nursery  inspections,  insect  and  disease  surveys 
and  pest  control  programs;  enforces  pest  control  rules  and  regulations. 

3.  Submits  contemplated  court  cases  and  hearings  for  approval; 
assembles  evidence  to  support  criminal  prosecutions  or  actions;  hears 
complaints  regarding  guarantine,  condemnation  and  actions  taken  and 
determines  the  proper  adjustment  of  such  matters. 

U.   Supervises  the  studies  of  agricultural  inspection  and  enforce- 
ment problems  and  related  matters;  determines  the  scope  and  nature  of 
inspections,  standardization  and  quarantine  services  required  to  meet 
changing  conditions. 

$.   Supervises  the  preparation  and  maintenance  of  inspection, 
standardization,  quarantine  and  other  required  records;  supervises 
the  preparation  of  periodic  reports  relating  to  official  actions 
taken,  the  scope,  nature  and  conditions  of  agriculture  and  related 
matters;  prepares  special  reports  for  various  governmental  agencies, 
as  required. 

6.  May  attend  local  and  state  meetings  and  other  conferences, 
as  required,  to  represent  the  department  to  discuss  enforcement  prob- 
lems and  the  coordination  of  activities. 

7.  Assists  in  the  preparation  of  annual  budget  estimates  showing 
justification  for  requested  appropriations  and  staffing;  administers 
the  approved  appropriations  and  controls  expenditures. 

8.  Visits  and  supervises  inspections  in  the  field;  reviews  in- 
spection reports  for  accuracy  and  completeness;  issues  permits  for 
use  of  specific  injurious  materials  and  herbicides,  as  required. 


CLASS  TITLE:   SENIOR  AGRICULTURAL  INSPECTOR  CODE:   3U52 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of 
agricultural  college,  supplemented  by  at  least  three  years  of  experience 
in  plant  quarantine,  pest  control,  grading,  distributing  or  inspecting 
wholesale  lots  of  fruits,  nuts,  honey,  eggs,  nursery  stock,  vegetables 
or  other  agriculture  products;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  knowledge  of: 
the  organization  and  functions  of  the  federal  and  state  departments  of 
agriculture  and  their  local  offices;  laws  and  regulations  relating  to 
plant  quarantine;  nursery  and  agricultural  inspection,  standardization 
requirements,  control  regulations  and  other  applicable  laws  and  ordinances 

Requires  ability  and  skill  to:  plan,  organize  and  supervise  the 
work  of  others;  evaluate  situations  and  make  decisions;  get  along  well 
with  people;  maintain  good  public  relations. 

License:  Requires  possession  of:   a  valid  certificate  as  a  deputy 
agricultural  commissioner  issued  by  the  state  department  of  agriculture; 
a  valid  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:  Chief  Agricultural  Inspector 

From:  Agricultural  Inspector 


CLASS  TITLE:   CHIEF  AGRICULTURAL  INSPECTOR  CODE:   3U5U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  organizes  and  directs 
programs  designed  to  promote  agricultural  welfare;  enforces  codes  and 
laws  pertaining  to  agriculture  inspection;  directs  the  work  of  agricul- 
tural inspectors  and  the  operations  of  the  farmer's  market;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating,  organ- 
izing and  executing  policy  and  methods  in  the  agriculture  department; 
achieving  economies  and/or  preventing  losses  and  delays  through  prompt 
inspection  of  agricultural  products;  making  considerable  continuing  per- 
sonal contacts  with  the  general  public,  merchants  and  representatives  of 
organizations  involving  the  more  difficult  negotiations  and  interpreta- 
tions of  policies;  overall  direction  of  the  preparation,  approval,  review 
and  maintenance  of  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  staff  members  in  the  proper  en- 
forcement of  provisions  of  the  state  agriculture  code,  state  administra- 
tive code  and  other  rules  and  regulations  relating  to  the  standardization 
of  fruits,  nuts,  vegetables,  eggs,  honey  and  poultry;  plant  quarantine; 
seed  and  apiary  inspections. 

2.  Plans,  organizes  and  directs  nursery  inspections,  insect  and 
disease  surveys  and  pest  control  programs;  enforces  pest  control  rules 
and  regulations. 

3.  Reviews,  approves  or  disapproves  contemplated  court  cases  and 
hearings;  assembles  evidence  to  support  criminal  prosecutions  or  actions; 
hears  complaints  regarding  quarantine,  condemnation  and  actions  taken, 
and  determines  the  proper  adjustment  of  such  matters. 

U.  Directs  the  studies  of  agricultural  inspection  and  enforcement 
problems  and  related  matters;  determines  the  scope  and  nature  of  inspec- 
tion, standardization  and  quarantine  services  required  to  meet  changing 
conditions. 

5.  Directs  the  maintenance  of  inspection,  standardization,  quaran- 
tine and  other  required  records;  directs  the  maintenance  of  periodic  re- 
ports relating  to  official  actions  taken,  and  the  scope,  nature  and  con- 
dition of  agriculture  and  related  matters;  prepares  special  reports  for 
various  government  agencies  as  required. 

6.  Attends  local  and  state  meetings  and  other  conferences,  as  re- 
quired, to  represent  the  department  in  discussing  enforcement  problems 
and  the  coordination  of  activities. 

7.  Directs  the  preparation  of  annual  budget  estimates  showing  jus- 
tification for  requested  appropriations  and  staffing;  administers  the 
approved  appropriations  and  controls  expenditures. 

MINIMUM  QUALIFICATIONS: 

Requires  completion  of  two  years  of  agricultural  college,  supple- 
mented by  at  least  six  years  of  experience  in  plant  quarantine,  pest 
control,  or  selling,  grading,  distributing  or  inspecting  wholesale  lots 
of  fruits,  nuts,  honey,  eggs,  nursery  stock,  vegetables  and  other  agri- 
culture products,  including  two  years  of  responsible  supervisory  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CHIEF  AGRICULTURAL  INSPECTOR  (continued)      CODE:  JkSk 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  organization  and  functions  of  the  federal  and  state  department 
of  agriculture  and  their  local  offices;  all  laws  and  regulations  relat- 
ing to  agricultural  inspections,  standardization  requirements,  control 
regulations  and  other  applicable  laws  and  ordinances. 

Requires  considerable  ability  and  skill  to:  plan,  organize  and 
direct  the  work  of  others;  evaluate  situations  and  make  decisions;  get 
along  well  with  others;  maintain  good  public  relations;  speak  and  write 
effectively. 

License:  Requires  possession  of:   a  valid  certificate  as  a  county 
agricultural  commissioner  issued  by  the  state  department  of  agriculture; 
a  valid  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:  Normal  lines  of  promotion 

From:   Senior  Agricultural  Inspector 


CLASS  TITLE:   AGRICULTURAL  INSTRUCTOR  CODE:   3U60 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  instructs,  demonstrates  and  supervises  the  proper 
methods  and  procedures  of  animal  husbandry,  crop  raising  and  dairying 
at  the  boys  ranch  school;  operates  and  supervises  the  maintenance  of 
farm  machinery  and  equipment;  assists  in  counseling  activities;  and 
performs  related  duties  as  required. 

Requires  respsonsiblity  for:   carr/ing  out,  instructing  and  super- 
vising the  school's  agricultural  program;  achieving  moderate  economies 
through  the  proper  utilization  of  equipment  and  materials;  making  fre- 
quent daily  contacts  with  staff  members  and  resident  boys. 

EXAMPLES  OF  DUTIES: 

1.  Instructs  and  demonstrates  proper  dairy  methods  and  procedures, 
including  milking  cows  with  machines  and  subsequent  pasteurization 
processes. 

2.  Instructs  and  demonstrates  the  proper  methods  and  procedures 
in  animal  husbandry:   (a)  raising  swine,  including  breeding,  feeding, 
cleanliness,  meat  selection  and  production;  (b)  raising  beef  cattle, 
including  selecting,  feedin  ,  breeding  and  grading;  (c)  care  of 
horses,  including  grooming,  saddle  equipment,  riding,  training  and 
breeding. 

3.  Instructs  and  demonstrates  the  proper  methods  and  procedures 
in  poultry  husbandry,  including  culling,  selection,  meat  production, 
candling  and  grading  eggs,  feeding  and  flock  management  and  disease 
control. 

h.     Operates  a  variety  of  power  equipment  and  attachments  in 
tilling  soil  and  growing  crops,  irrigating  pastures,  pruning  and  remov- 
ing trees;  instructs  and  demonstrates  the  proper  methods  and  procedures 
of  farming,  soil  conservation,  road  building  and  related  activities. 

5.  Maintains  inventory  records  of  livestock,  feed,  supplies  and 
equipment;  supervises  the  maintenance  and  care  of  tools  and  equipment; 
purchases  farm  materials  and  supplies. 

6.  Confers  with  staff  members  regarding  performance  and  behavorial 
progress  of  resident  boys;  supervises  boys  on  field  trips  and  recrea- 
tional activities;  counsels  boys  on  their  work  habits  and  ability  to 
get  along  with  others;  assists  staff  members  in  the  supervision  of 

bo.  s  in  other  camp  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of 
college  or  university,  including  major  course  work  in  agriculture  and 
animal  husbandry. 

Requires  at  least  three  years  of  general  farming  experience,  in- 
cluding one  year  in  the  supervision  of  crop  growing,  dairy,  operation 
and  animal  husbandry  activities;  or  an  equivalent  combination  of  train- 
ing and  experience. 


CLASS  TITLE:  AGRICULTURAL  INSTRUCTOR  (Continued)  CODE:   3U60 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  principles  and  procedures  in  modern  farming  methods. 

Requires  ability  to  instruct  and  supervise  delinquent  and  emotion- 
ally disturbed  boys  in  the  techniques  and  procedures  of  farming  and 
initiate  and  carry  out  an  overall  farm  program  through  the  application 
of  modern  farming  practices. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE-   AREA  SUPERVISOR,  PARKS,  CODE:   3U6U 

SQUARES  AND  FACILITIES 

CHARACTERISTICS  CF  THE  CLASS: 

Under  direction,  is  responsible  for  the  care  and  maintenance  of 
grounds  and  recreation  buildings  in  an  assigned  section  of  the  city; 
plans,  assigns  and  supervises  the  activities  of  a  large  group  of  subor- 
dinate personnel  engaged  in  such  work;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   explaining,  carrying  out  and  enforc- 
ing existing  policies  and  procedures  in  connection  with  maintenance 
activities;  making  regular  contacts  with  other  departmental  personnel, 
outside  organizations  and  the  general  public  in  exchanging  information 
and  answering  complaints;  preparing  and  maintaining  ordinary  operation 
reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  assigns  and  instructs,  through  subordinate  super- 
visory personnel,  gardeners,  caretakers,  ground skeepers,  janitors  and 
general  laborers  in  seeing  that  grounds  and  physical  properties  are 
maintained  in  good  condition;  inspects  completed  work  for  conformance 
with  instructions  and  existing  procedures. 

2.  Makes  periodic  inspections  of  buildings,  playground  equipment 
and  facilities  to  assure  safety  and  proper  maintenance;  requisitions 
repairs,  supplies  and  maintenance  services,  as  required. 

3*   Supervises  layout  and  proper  landscaping  around  playgrounds, 
field  houses,  ball  diamonds  and  playing  fields;  supervises  equipment 
and  operators  assigned. 

U-  May  make  emergency  repairs  in  cases  of  breakdowns  of  equip- 
ment. 

5.  May  participate  in  in-service  training  programs. 

6.  May  act  in  liaison  capacity  with  neighborhood  civic  groups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  college  level  courses  in  agriculture  or  horticulture,  and 
five  years  of  progressively  responsible  landscaping,  gardening  and 
grounds  maintenance  experience,  including  two  years  of  supervisory  ex- 
perience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of 
horticulture  as  applied  to  the  maintenance  of  parks  and  similar  land- 
scaped areas;  building  maintenance  and  the  related  tools,  materials  and 
equipment  of  such  work. 

Requires  ability  and  skill  to:  plan,  supervise  and  inspect  the 
work  of  subordinate  personnel  engaged  in  diversified  activities  over  a 
wide  area;  deal  tactfully  and  effectively  with  the  public  and  promote 
good  public  relations;  maintain  operating  records  and  prepare  related 
reports. 


CLASS  TITLE:   AREA  SUPERVISOR,  PARKS,  CODE:   3U61+ 

SQUARES  AND  FACILITIES  (continued) 

PROMOTIVE  LINES: 

To:  Assistant  Superintendent,  Parks,  Squares  and  Facilities 

From:   Gardener  Foreman 


CLASS  TITLE:   ASSISTANT  SUPERINTENDENT,  PARKS,  SQUARES  AND    CODE:  3U66 

FACILITIES 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  directs  and  is  responsible  for  the 
landscaping  and  care  of  parks,  recreation  and  other  planted  areas  and 
the  custodial  care  of  buildings  of  the  recreation  and  park  department j 
directs  the  activities  of  subordinate  supervisory  personnel;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and  enforc- 
ing policy  and  procedures  related  to  all  phases  of  maintenance  and  care 
of  assigned  recreational  facilities;  making  frequent  personal  contacts 
with  the  public  and  groups  interested  in  recreation  and  park  activities; 
preparation  and  review  of  time  and  work  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  the  landscaping  and  horticultural  care  of 
grounds  and  the  custodial  care  of  buildings  in  various  recreational 
areas,  small  parks  and  squares,  camp  mather,  kezar  stadium,  golden  gate 
park,  zoological  gardens,  great  highway,  and  lake  merced;  directs  the 
operation  of  nurseries  and  the  conservatory;  assigns  duties  and  work 
programs  through  subordinate  supervisory  personnel. 

2.  Inspects  work  progress;  investigates  unusual  incidents  and  takes 
necessary  action;  interprets  rules,  regulations  and  policies  to  employees; 
conducts  in-service  training  programs. 

3.  Makes  estimates  in  connection  with  the  preparation  of  annual 
budget  requests. 

It.  Approves  requisitions  for  materials,  supplies,  services  and 
repairs. 

5.  May  represent  the  department  in  meetings  and  discussions  with 
civic  groups  and  others. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of  ag- 
ricultural  college,  with  major  course  work  in  horticulture  and  landscap- 
ing, supplemented  by  at  least  seven  years  of  experience  in  landscaping 
and  horticultural  activities,  including  four  years  at  a  supervisory 
level;  or  an  equivalent  combination  of  training  and  experience. 

ipwledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
landscaping  and  horticultural  activities  relating  to  public  parks  and 
recreational  facilities. 

Requires  ability  to:  direct  the  activities  of  a  large  group  of 
subordinate  employees  working  at  different  locations  over  a  wide  area; 
speak  effectively  in  making  presentations  regarding  departmental  activ- 
ities before  interested  groups;  prepare  effective  reports  on  activities. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From;  Area  Supervisor,  Parks,  Squares  and  Facilities 


CLASS  TITLE:   GOLF  COURSE  MAINTENANCE  SUPERVISOR  CODE:   3^70 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  maintenance  of  several 
municipally  owned  golf  courses;  assigns  and  directs  the  work  of  horti- 
cultural maintenance  crews;  designs  and  lays  out  new  golf  courses;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   the  assignment,  inspection  and  direc- 
tion of  the  work  of  maintenance  crews;  the  supervision  and  inspection  of 
the  construction  of  new  golf  courses;  the  submission  of  annual  budget 
estimates  for  golf  course  maintenance  and  repair. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  work  to  foremen  in  charge  of  maintenance  crews;  in- 
spects work  progress  and  quality;  authorizes  necessary  alterations  and 
repairs;  personally  directs  and  inspects  all  major  improvement  projects. 

2.  Surveys  proposed  sites  for  municipal  golf  courses;  designs  and 
draws  plans  for  new  golf  course  layouts. 

3.  Supervises  the  construction  of  new  courses,  including  the 
grading,  installation  of  underground  irrigation  systems,  location  and 
planting  of  trees  and  other  vegetation,  and  spreading  and  leveling  of 
top  soils  used  in  the  preparation  of  planted  areas. 

h.      Prepares  time  reports;  prepares  requisitions  for  supplies  and 
equipment;  submits  reports  of  work  performed;  prepares  and  submits 
annual  budget  estimates. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  five  years  of  responsible  super- 
visory experience  in  the  construction,  maintenance  and  repair  of  golf 
courses;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  know- 
ledge of  landscaping  and  horticulture,  particularly  as  applied  to  golf 
course  maintenance,  including  grass  seeding,  sodding,  top  soil  applica- 
tion, irrigation  and  all  phases  of  upkeep  and  care. 

Requires  the  ability  to:  direct  the  activities  of  subordinate 
personnel;  design  and  layout  golf  courses  and  supervise  and  inspect 
their  construction;  compile  the  annual  budget  requests  and  prepare 
operating  reports. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   SCHOOL  GROUNDS  MAINTENANCE  SUPERVISOR        CODE:  3h7h 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  directs  and  inspects 
the  work  of  the  school  grounds  maintenance  employees;  personally  super- 
vises the  more  technical  gardening  and  grounds  maintenance  operations; 
requisitions  the  purchase  of  supplies  and  equipment;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   developing  and  directing  the  procedures 
in  the  care  and  conditioning  of  school  grounds,  landscaping  and  athletic 
fields;  efficient  care,  maintenance  and  economical  utilization  of  relatd 
equipment,  materials  and  supplies;  making  frequent  contacts  with  school 
principals,  administrators  and  subordinates. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  the  care  of  lawns,  trees,  shrubs  and  other 
plant  life  on  school  grounds;  personally  supervises  extensive  planting 
operations  and  major  improvements  on  athletic  fields  and  other  play 
areas;  approves  the  utilization  of  insecticides,  fertilizers  and  special 
materials,  as  needed. 

2.  Periodically  inspects  individual  school  grounds  to  evaluate 
the  quality  of  work  and  conduct  of  grounds  maintenance  personnel;  ana- 
lyzes work  methods  with  a  view  to  improving  departmental  services  and 
utilization  of  employees'  time;  instructs  personnel  in  the  proper  use 
and  care  of  materials  and  equipment. 

3.  Consults  with  superior  and  other  school  administrators  in 
programming  improvements  of  school  grounds  areas;  reviews  and  clarifies 
projected  plans  for  landscaping  new  areas. 

U.   Investigates  new  methods,  materials  and  equipment  and  requisi- 
tions all  departmental  supplies  as  needed;  directs  the  maintenance, 
care  and  economical  utilization  of  tools,  materials,  trucks  and  other 
powered  equipment. 

5.   Maintains  records  and  prepares  required  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of 
agricultural  college  with  major  course  work  in  landscaping  and  horti- 
culture, supplemented  b  •  at  least  five  years  of  increasingly  responsible 
experience  in  supervising  a  comprehensive  grounds  maintenance  program; 
or  an  equivalent  combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of 
grounds  maintenance  methods,  materials  and  equipment  and  the  proper  pro- 
cedures in  planting  and  caring  for  a  variety  of  trees,  shrubs,  lawns, 
plants  and  other  types  of  vegetation. 

Requires  ability  to:  plan,  direct  and  inspect  the  work  of  a  school 
grounds  maintenance  program;  establish  and  maintain  effective  working 
relationships  with  administrators,  teaching  personnel  and  the  general 
public;  evaluate  relative  effectiveness  of  insecticides,  fertilizers 
and  other  gardening  materials  and  equipment. 


CLASS  TITLE:   SCHOOL  GROUNDS  MAINTENANCE  SUPERVISOR        CODE:  3hlk 
(Continued) 

Requires  considerable  skill  in  the  application  of  methods  and  pro- 
cedures used  in  school  grounds  maintenance,  and  development  of  related 
work  standards. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Grounds  Maintenance  Area  Supervisor 


CLASS  TITLE:   FARMERS  MARKET  ASSISTANT  MANAGER  CODE:   3U78 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  the  manager  in  the  operation  of 
the  farmers  market;  assigns  spaces  to  bonafide  growers;  collects  and 
accounts  for  fees;  supervises  the  maintenance  of  premises  and  records; 
acts  for  the  manager  in  his  absence;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:   carrying  out  and  interpreting  poli- 
cies and  methods  of  the  farmers  market;  achieving  economies  through 
promoting  maximum  use  of  market  spaces  and  collection  of  fees;  making 
continuing  contacts  with  farmers,  inspectors  and  the  general  public; 
furnishing  and  obtaining  information  on  prices  of  agricultural  products 
and  checking  and  regulating  prices  to  conform  with  federal  and  state 
market  news  quotations;  gathering,  preparing  and  maintaining  ordinary 
operating  financial  records  and  reports.  Work  involves  some  exposure  to 
the  elements  and  some  physical  effort  in  inspection  of  cases  of  fruits 
and  vegetables. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  supervision  of  the  farmers  market. 

2.  Computes  and  collects  fees  for  stall  rents  and  permits;  records 
and  deposits  monies  received. 

3.  Checks,  computes  and  regulates  prices  of  products  to  conform 
with  federal  and  state  market  news  quotations. 

h.      Inspects  all  produce  for  quality,  quantity  and  proper  placard- 
ing; supervises  arrangement  and  display  of  products. 

5-   Interviews  farmer  applicants  and  explains  procedures  and  re- 
quirements; certifies  and  approves  farmer  identification  credentials 
and  adjusts  complaints  of  farmers  and  the  general  public. 

6.   Inspects  agricultural  products  at  the  farmers  market  and  en- 
forces provisions  of  the  agricultural  code. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  agri- 
culture college  with  major  course  work  in  plant  pathology,  entomology, 
botany  or  related  subjects,  supplemented  by  at  least  two  years  of  ex- 
perience in  plant  quarantine  and  pest  control,  or  selling,  grading, 
distributing  or  inspecting  wholesale  lots  of  fruits,  nuts,  honey,  eggs, 
nursery  stock,  vegetables  or  other  agriculture  products. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
ordinances,  rules  and  regulations  affecting  the  operation  of  the  farmers 
market  and  the  federal,  state  and  local  laws  pertaining  to  agriculture; 
farm  products,  their  prices  and  market  operations. 

Requires  ability  to:  deal  courteously  and  effectively  with  farmers 
and  the  general  public;  keep  records  and  perform  related  arithmetic  com- 
putations. 

PROMOTIVE  LINES: 

To:   Farmers  Market  Manager 

From:   Agricultural  Inspector 


CLASS  TITLE:   FARMERS  MARKET  MANAGER  CODE:   3U80 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  manages  the  operation  of  the  farmers  market;  assigns 
space  to  bonafide  growers;  collects  and  accounts  for  fees;  directs  the 
maintenance  of  premises  and  records;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  developing,  carrying  out  and  interpret- 
ing policies  and  methods  of  the  farmers  market;  achieving  moderate 
economies  through  promoting  maximum  use  of  market  spaces  and  collection 
of  fees;  making  frequent  important  contacts  with  farmers,  inspectors  and 
the  general  public;  furnishing  and  obtaining  information  of  prices  of 
agricultural  products  and  checking  and  regulating  prices  to  conform  with 
federal  and  state  market  news  quotations;  supervising  the  gathering, 
preparing  and  maintaining  of  ordinary  operating  financial  records  and 
reports.  Work  involves  occasional  exposure  to  the  elements  and  some 
physical  effort  when  inspecting  cases  of  fruits  and  vegetables. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  upkeep  and  operation  of  the  farmers  market; 
assigns  stall  space  to  farmers  who  are  qualified  to  rent  space;  enfor- 
ces market  rules  and  regulations. 

2.  Supervises  and  participates  in  the  computation  and  collection  of 
fees  for  stall  rents  and  permits;  records  and  deposits  monies  received. 

3.  Checks,  computes  and  regulates  prices  of  products  to  conform  with 
federal  and  state  market  news  quotations. 

ii.  Supervises  the  inspection  of  all  produce  for  quality,  quantity 
and  proper  placarding;  supervises  arrangement  and  display  of  products. 

$,    Interviews  farmer  applicants  and  explains  market  procedures  and 
requirements;  certifies  and  approves  farmer  identification  credentials 
and  adjusts  complaints  of  farmers  and  the  general  public. 

6.  Inspects  agricultural  products  at  the  farmers  market  and  enforces 
provisions  of  the  agricultural  code. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  ag- 
ricultural college,  supplemented  by  at  least  h   years  of  experience  in 
plant  quarantine,  pest  control,  grading,  distributing  or  inspecting 
wholesale  lots  of  fruits,  nuts,  honey,  eggs,  nursery  stock,  vegetables 
or  other  agricultural  products,  including  one  year  of  responsible  sup- 
ervisory experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills;  Requires  thorough  knowledge  of: 
ordinances,  rules  and  regulations  affecting  the  operation  of  the 
farmers  market;  federal,  state  and  local  laws  pertaining  to  agricul- 
ture; farm  products,  their  prices  and  market  operations. 

Requires  considerable  ability  to:  deal  courteously  and  effective- 
ly with  farmers  and  the  general  public;  keep  records  and  perform 
related  arithmetic  computations. 

PROMOTIVE  LINES: 

To:     No  normal  lines  of  promotion 
From:  Farmers  Market  Assistant  Manager 


:  CODE:   3UC,U 

CHARACTERISTICS  OF  THE  CL 

Under  general  direction,  az  the  adm':  Les 

conducted  by  the  agricultural  division  of  the  water  departs   :    ists 
in  the  management  arid  leasing  of  agricultural  lands;  supervises  tie  care 
of  orchards  and  marketing  of  crops,  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   coordinating  and  executing 
existing  policies  and  methods  applicable  to  agricultural  activities; 
acheiving  major  economies  and/or  pre  anting  major  losses  through  assist- 
ing in  the  efficient  administration  of  land  leasing  and  management 
programs  and  marketing  of  crops;  making  important  personal  contacts  with 
lease  holders  and  representatives  of  outside  organizations  in  conducting 
land  lease  negotiations  and  management  operations;  gathering,  reviewing 
and  checking  operational  records  in  connection  with  insurance,  bonds  and 
sale  of  agricultural  crops.   Nature  of  work  requires  some  physical  effort 
and  walking  while  inspecting  lands  and  crops  in  the  field,  with  occasional 
exposure  to  accident  and  health  hazards  and  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operation  of  publicly  owned  orchards  by  lessees, 
including  insect  and  disease  control,  fertilization,  pruning,  irrigation, 
well  management,  harvesting,  processing  and  marketing  of  crops,  and 
conducting  experimental  test  plots. 

2.  Assists  in  locating  prospective  tenants  for  agricultural  and 
commercial  leases;  collects  rents,  insurance  and  bonds;  conducts  sale 
of  agricultural  share  crops;  keeps  records  of  all  sales;  endeavors  to 
maintain  good  tenant  lessee  and  public  relationships;  cooperates  with 
federal,  state  and  county  agencies  in  various  aspects  of  land  leasing, 
management  and  agricultural  matters. 

3.  Supervises  subordinate,  supervisory  and  auxiliarv  personnel, 
including  farmers  and  laborers  engaged  in  various  aspects  of  field 
operations;  assigns  work  to  individual  employees;  maintains  records  of 
time  and  work  performance;  maintains  records  of  materials  and  supplies. 

h.     Meets  and  confers  with  tenants;  gives  advice  and  consults  on 
planting  of  various  crops,  good  land  management,  soil  conservation, 
erosion  control,  proper  cultural  practices  and  other  matters  and 
problems . 

$.     Meets  with  range  tenants  concerning  range  management,  reseed 
ing,  erosion  control,  maintenance  of  boundary  fences,  roadj,  stock 
ponds  and  weed  control  measures;  maintains  records  of  range  condition 
by  individual  tenants  and  according  to  size  of  ranches;  makes  recom 
mendations  to  superior  on  conditions  in  order  to  assure  improvement 
of  income  from  range  properties;  cooperates  with  state  uni 
concerning  varieties  of  range  forage,  fertilization,  weed  and  rodent 
control. 


CLASS  TITLE:   AGRICULTURAL  DIVISION  LAND  AGENT  CODE:  3kQk 

( Continued ) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
agriculture,  including  or  supplemented  by  courses  in  real  estate  and  land 
management. 

Requires  at  least  five  years  of  experience  in  the  management,  opera- 
tion and  supervision  of  large  scale  ranch  and  agricultural  properties 
and  operations,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  academic  and  work- 
ing knowledge  of:   general  agricultural  and  farming  practices,  including 
marketing  of  products;  horticultural  operations;  leasing  and  renting  of 
agricultural  and  grazing  lands. 

Requires  demonstrated  ability  and  skill  to  organize  and  supervise 
subordinate  employees  engaged  in  field  activities  and  deal  effectively 
with  tenants,  lease  holders  and  the  general  public. 

PRLMOTIVE  LINES: 

To:  Agricultural  and  Land  Division  Manager 

From:   Original  entrance  examination 


CLASS  TITLE:   MUSEUM  EXHIBIT  PACKER  AND  REPAIRER  CODE:   3502 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  packs,  ships,  receives,  unpacks  and  repairs 
valuable  art  objects;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  relating  to  packing  and  repairing  art  works;  achieving 
minor  economies  and/or  preventing  moderate  losses  through  the  careful 
handling  and  repairing  of  precious  art  objects.  Nature  of  work  requires 
some  physical  effort  and  manual  dexterity  in  repairing,  handling  and 
packing  exhibits. 

EXAMPLES  OF  DUTIES: 

1.  Packs  and  unpacks  oil  paintings,  antique  furniture,  sculpture  in 
various  media  and  other  valuable  and  irreplaceable  art  objects. 

2.  Ships  and  receives  all  art  exhibitions,  loans,  gifts  and  supplies 
which  arrive  at  and  leave  the  museum;  maintains  required  shipping  records 
and  notifies  superior  in  event  of  discrepancies  or  defects. 

3.  Repairs  and  restores  picture  frames,  sculpture  and  other  objects 
of  decorative  art. 

h.     Constructs  crates  and  boxes  required  for  shipping  works. 
5.  Requisitions  materials  and  supplies  for  repair  and  shipment  of 
art  objects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  four  years  of  experience  in  the  packing,  shipping  and 
repairing  of  valuable  and  delicate  objects;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
techniques,  procedures  and  materials  used  in  packing,  shipping  and  repair- 
ing valuable  and  delicate  art  objects. 

Requires  ability  to:   recognize  exceptional  characteristics  of  art 
works  and  determine  special  methods  for  their  repairing,  packing  and 
shipping;  physically  handle  delicate  and  valuable  works  of  art  with 
extreme  care;  use  common  and  special  tools  and  equipment  of  the  carpentry 
trade . 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

rom:   Original  entrance  examination 


CLASS  TITLE:   AQUARIST  CODE:   3506 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cares  for  and  feeds  the  aquarium's 
fish,  reptile  and  amphibian  collection;  maintains  and  repairs  equipment; 
assists  in  the  field  collection  of  specimens  and  in  laboratory  studies; 
conducts  visitors  on  tours  through  the  aquarium;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  relative  to  the  care  and  feeding  of  aquarium  exhibits. 
Nature  of  work  requires  some  physical  effort  in  the  care  and  feeding 
of  exhibits  and  in  the  maintenance  of  exhibit  areas. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  distributes  various  foods  for  all  exhibits  in 
the  aquarium;  maintains  sanitary  conditions  in  the  exhibits  and  labor- 
atories; treats  specimens  for  minor  diseases;  checks  for  proper  tem- 
perature of  water  and  surrounding  area;  inspects  tanks  for  defects; 
maintains  and  repairs  nets  and  special  siphon  hoses;  orders  and  checks 
supplies  for  feed  room;  maintains  and  repairs  exhibit  legend  material. 

2.  Assists  the  curatorial  staff  on  research  projects  and  conducts 
studies  of  assigned  specimens;  maintains  complete  records  of  exhibits; 
accompanies  aquatic  collector  on  field  trips  and  assists  in  the  col- 
lection and  transportation  of  new  specimens. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
some  training  in  biology,  supplemented  by  two  years  of  experience  in 
the  care  and  feeding  of  fishes  and  reptiles;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
principles  and  practices  of  the  care  and  feeding  of  fishes  and  reptiles; 
biology  with  specific  application  to  aquatic  animals. 

Requires  ability  to:   meet  and  assist  the  visitors  to  the  aquarium. 

Requires  skill  in  the  care  and  handling  of  reptiles,  amphibians 
and  fish. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Aquarist 

From:   Original  entrance  examination 


CLASS  TITLE:  SENIOR  AQUARIST  CODE:   3508 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  serves  as  relief  aquatic  collector;  acts  as 
leadman  on  special  projects;  conducts  visitors  on  tours  through  aquarium; 
feeds  and  cares  for  specimens;  maintains  and  repairs  equipment;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   explaining,  enforcing  and  carrying 
out  established  methods  and  procedures  relative  to  the  collection  and 
care  of  aquarium  specimens;  making  regular  contacts  with  other  museum 
personnel  and  outside  persons  and  organizations  relative  to  the  collec- 
tion of  live  specimens;  maintaining  records  relative  to  the  various 
research  projects  on  assigned  specimens.   Nature  of  work  requires  some 
physical  effort  and  dexterity  in  connection  with  the  collection  of 
specimens. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  relief  aquatic  collector  on  regularly  scheduled 
dates  and  conducts  field  trips  for  the  collection  of  needed  specimens; 
transports  equipment  to  and  from  the  collection  areas;  collects  live 
specimens  using  seines,  nets,  traps  and  conventional  fishing  tackle; 
assists  aquatic  collector  on  the  more  distant  and  extensive  trips. 

2.  Acts  as  leadman  on  special  projects  requiring  the  services  of 
two  or  more  aquarists;  assists  the  curatorial  staff  on  research  projects 
and  conducts  studies  of  assigned  specimens;  inspects  specimens  for 
diseases  and  injuries  and  treats  for  minor  disorders;  inspects  and  makes 
routine  adjustments  or  repairs  to  tanks  and  other  exhibits;  feeds  and 
cares  for  specimens  and  maintains  complete  history  cards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
training  in  biology,  supplemented  by  three  years  of  experience  in  the 
care  of  aquatic  animals,  including  one  year  of  collecting  and  transport- 
ing live  specimens;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

nowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
aquatic  biology  terms,  types  and  names  of  specimens  and  their  locations 
and  habits;  the  principles  and  practices  used  in  the  care  and  feeding 
of  fishes  and  reptiles. 

Requires  ability  to:   assist  or  independently  conduct  field  trips 
for  the  collection  of  live  specimens;  meet  and  assist  visitors  to  the 
aquarium. 

Requires  skill  in  the  use  of  seines,  nets,  traps  and  conventional 
fishing  tackle  and  the  care  and  handling  of  specimens. 

Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 


CLASS  TITLE:   SENIOR  AQUARIST  (continued)  CODE:   3^08 

To:   Aquatic  Collector 
From:   Aquarist 


CLASS  TITLE:   AQUARIUM  EXHIBIT  PREPARATOR  CODE:   3512 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  designs  and  constructs  experimental  aquarium 
equipment;  constructs,  installs  and  maintains  display  cases,  exhibits 
and  a  wide  variety  of  specialized  equipment  and  property;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  carrying  out  estab- 
lished methods  and  procedures  relative  to  the  design,  construction  and 
installation  of  aquarium  equipment  and  exhibits;  making  routine  contacts 
with  other  departmental  personnel  in  connection  with  the  maintenance  and 
repair  of  exhibits  and  equipment.  Nature  of  work  requires  some  physical 
effort  and  considerable  manual  dexterity  in  connection  with  maintenance, 
repair  and  construction  activities. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  curatorial  staff  in  planning  the  design  and  con- 
struction of  experimental  and  test  equipment  to  house  aquatic  specimens; 
does  sheetmetal,  masonry,  glazing,  welding  electrical  and  plumbing  work 
in  constructing,  repairing  and  maintaining  aquarium's  tanks;  installs 
and  adjusts  special  lighting  effects  for  tanks  and  other  exhibits. 

2.  Constructs  a  wide  variety  of  wooden  fixtures,  such  as  temporary 
walls,  shelves,  display  cases  and  other  exhibits;  paints  cases,  shelving 
furniture  and  temporary  installations;  performs  routine  maintenance  on 
aquarium  equipment  and  property;  selects  and  requisitions  new  materials 
and  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  four  years  of  varied  and  progressively  responsible  experience 
in  the  building  trades;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  a  wide 
range  of  crafts  and  related  tools  and  shop  equipment. 

Requires  ability  to:   design,  construct,  maintain  and  repair  a 
variety  of  specialized  equipment;  estimate  time  and  materials  costs  of 
jobs. 

Requires  considerable  skill  in  the  use  of  a  wide  range  of  tools 
and  shop  equipment. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   AQUATIC  COLLECTOR  CODE:   3516 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans  and  conducts  field  trips  for  the 
collection  of  live  aquatic  specimens;  directs  arrangements  for  the  ship- 
ment of  specimens  to  and  from  the  aquarium;  maintains  good  working 
relationships  with  similar  institutions  and  agencies;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  developing,  coordinating  and  carrying 
out  a  program  for  field  collection  of  live  specimens;  making  contacts 
with  curatorial  staff  and  representatives  of  other  government  and 
private  agencies;  maintaining  detailed  activity  records  and  preparing 
related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  aquarium  curatorial  staff  in  the  planning  of  field 
trips  for  the  collection  of  needed  specimens;  corresponds  with  other 
aquariums,  and  state  and  federal  fish  stations  relative  to  mutually 
beneficial  field  trips  in  their  areas;  transports  equipment  and  specimens 
to  and  from  collecting  areas  in  and  out  of  the  state;  collects  live 
specimens  using  seines,  nets,  traps  and  conventional  fishing  tackle; 
supervises  assistants  in  the  loading,  transporting  and  unloading  of 
collected  specimens. 

2.  Acquires  additional  specimens  from  aquariums  or  other  agencies 
through  trade  or  purchase  agreements;  arranges  with  transportation 
facilities  for  the  shipment  of  specimens  throughout  the  world. 

3.  Maintains  detailed  reports  of  field  trips  and  the  specimens 
collected;  directs  the  maintenance  and  repair  of  trucks,  boats  and 
other  equipment  used  for  collection  purposes. 

U.  Acts  for  members  of  the  curatorial  staff  in  their  absence  and 
is  responsible  for  the  care  of  the  aquarium's  collection. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  zoology  or  biology. 

Requires  one  year  of  experience  in  collecting  and  transporting 
live  aquatic  specimens;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  know- 
ledge of:  the  practices  and  procedures  involved  in  collecting  and 
transporting  live  aquatic  specimens;  aquatic  biology,  terminology, 
the  types  and  names  of  specimens  and  their  locations  and  habits. 

Requires  ability  to:   plan  and  conduct  extensive  field  trips 
for  the  collection  of  live  specimens;  establish  and  maintain  effective 
working  relationships  with  the  curatorial  staff,  and  the  staffs  of 
other  aquariums  and  related  agencies;  supervise  a  small  crew  of  assis- 
tants on  field  trips. 


CLASS  TITLE;   AQUATIC  COLLECTOR  (continued)  CODE:   35l6 

Requires  considerable  skill  in  the  use  of  seines,  nets,  traps  and 
conventional  fishing  tackle  and  the  care  and  transporting  of  live 
specimens. 

Requires  possession  of  a  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 
From:   Senior  Aquarist 


CLASS  TITLE:  MUSEUM  PREPARATOR  CODE:   3520 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  wide  variety  of  semi-skilled 
duties  in  the  preparation,  installation  and  care  of  museum  exhibits; 
assists  in  packing,  shipping  and  storing  art  objects;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for:   following  established  procedures 
in  connection  with  the  preparation,  care  and  installation  of  museum  exhibits. 
Nature  of  work  requires  some  manual  dexterity  and  unusual  care  in  the 
handling  of  valuable  art  objects. 

EXAMPLES  OF  DUTIES: 

1.  Receives  and  unpacks  shipments  of  paintings,  statuary,  tapestries, 
antique  furniture  and  other  art  objects;  inspects  items  for  proper  count 
and  possible  damage  and  prepares  them  for  exhibit  in  the  galleries  or 
storage  in  the  museum  warehouse;  constructs  or  repairs  crates  for  the 
shipment  of  art  objects;  wraps  and  assists  in  the  packing  of  exhibits 
destined  for  shipment  to  other  museums. 

2.  Designs  and  prepares  props,  backgrounds  and  special  lighting 
effects  for  exhibits,  involving  the  use  of  hand  and  power  tools  and  brush 
and  spray  painting  equipment;  mounts  wall  readers,  labels,  photographs 
and  magazine  material  using  a  dry  mounting  press;  cuts  and  assembles  mats 
for  print  and  drawing  exhibitions;  reclaims  materials  from  the  installa- 
tion for  future  use . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  from  high  school, 
supplemented  by  two  years  of  progressively  responsible  experience  perform- 
ing a  variety  of  semi-skilled  trades  duties;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  the  standard 
tools,  practices  and  methods  used  in  painting  and  general  carpentry  work. 

Requires  ability  to:  physically  handle  delicate  and  valuable  works 
of  art  with  extreme  care;  use  initiative  in  designing  original  exhibit 
arrangements;  work  from  sketches  and  follow  oral  instructions  as  to 
construction  and  installation  of  museum  exhibits. 

Requires  skill  in  the  use  of  a  variety  of  hand  and  power  tools. 

PROMOTIVE  LINES: 

To:  Semior  museum  preparator 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  MUSEUM  PREPARATQR  CODE:   3522 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  designs  and  constructs  special  museum  fixtures, 
showcases,  temporary  walls  and  partitions;  installs  and  arranges  exhi- 
bits; packs,  unpacks  and  supervises  the  storage  of  valuable  works  of 
art,  and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  methods 
and  procedures  relating  to  the  handling  of  valuable  objects  of  art. 
Nature  of  work  requires  some  manual  dexterity  in  unusual  care  in  the 
handling  of  valuable  art  objects. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  curatorial  staff  in  the  planning  and  construction 
of  exhibits  and  accessory  materials;  designs  and  constructs  certain 
types  of  installations,  such  as  showcases,  pedestals,  settings,  parti- 
tions, walls  and  special  exhibit  effects;  paints  and  wallpapers  exhibi- 
tion installations;  adjusts  or  installs  additional  lighting  fixtures 
for  exhibits;  installs  art  objects  in  showcases,  hangs  paintings  and 
sets  up  statuary;  acts  as  leadman  in  the  installation,  removal  and  sal- 
vage of  exhibit  fixtures. 

2.  Prepares  cost  and  material  estimates  for  new  installation  and 
construction  jobs;  requisitions  lumber  and  other  supplies  and  equipment. 

3.  Packs,  ships,  receives  and  unpacks  paintings  and  other  valuable 
art  objects;  supervises  the  storage  and  inventory  of  paintings,  statuary 
and  furniture  and  notifies  museum  registrar  of  any  discrepancies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  four  years  of  progressively  responsible  carpentry  experi- 
ence; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  the 
qualities  of  wood  and  of  the  tools,  materials,  equipment  and  procedures 
used  in  the  carpentry  and  cabinetmaking  trade. 

Requires  ability  to:   establish  and  maintain  effective  working  re- 
lationships with  the  curatorial  staff;  design,  estimate  costs  and  con- 
struct a  wide  variety  of  wooden  fixtures;  physically  handle  delicate  and 
valuable  works  of  art  with  extreme  care;  direct  and  work  with  a  small 
group  of  assistants  in  the  installation  and  storage  of  property. 

Requires  considerable  skill  in  the  use  and  care  of  the  usual  hand 
and  power  tools  of  the  carpentry  and  cabinetmaking  trades. 

PROMOTIVE  LINES: 

To:  Principal  Museum  Preparator 

From:  Museum  Preparator 


CUSS  TITLE:   PRINCIPAL  MUSEUM  PREPARATOR  CODE:   3521; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  design  and  construction  of 
special  museum  fixtures,  showcases,  temporary  walls  and  partitions; 
installs  and  arranges  exhibits;  packs,  unpacks  and  supervises  the  storage 
of  valuable  works  of  art;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   explaining  and  carrying  out 
methods  and  procedures  relating  to  the  handling  of  valuable  objects  of  art. 
Nature  of  work  requires  some  manual  dexterity  in  unusual  care  in  the 
handling  of  valuable  art  objects. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  curatorial  staff  in  the  planning  and  construction 
of  the  most  difficult  and  special  exhibits  and  accessory  materials; 
designs  and  constructs  special  installations,  such  as  showcases, 
pedestals,  settings,  partitions,  walls  and  special  exhibit  effects; 
paints  and  wallpapers  difficult  exhibition  installations;  adjusts  or 
installs  additional  lighting  fixtures  for  exhibits;  installs  art  objects 
in  showcases;  hangs  paintings  and  sets  up  statuary;  supervises  the 
installation,  removal  and  salvage  of  important  and  valuable  exhibits  and 
other  art  objects. 

2.  Prepares  cost  and  material  estimates  for  new  installation  and 
construction  jobs;  requisitions  lumber  and  other  supplies  and  equipment. 

3.  Packs,  ships,  receives  and  unpacks  valuable  paintings  and  the 
most  valuable  art  objects;  supervises  the  storage  and  inventory  of 
paintings,  statuary  and  furniture  and  notifies  museum  registrar  of  any 
discrepancies. 

MINIMUM  QUALIFICATIONS: 

raining  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  six  years  of  progressively  responsible  carpentry 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive 
knowledge  of:   the  qualities  of  wood  and  of  the  tools,  materials, 
equipment  and  procedures  used  in  the  carpentry  and  cabinetmaking  trade. 

Requires  good  ability  to:   establish  and  maintain  effective  working 
relationships  with  the  curatorial  staff;  design,  estimate  costs  and 
construct  a  wide  variety  of  wooden  fixtures;  physically  handle  delicate 
and  valuable  works  of  art  with  extreme  case;  direct  and  work  with  a 
small  group  of  assistants  in  the  installation  and  storage  of  property. 

Requires  considerable  skill  in  the  use  and  care  of  the  hand  and 
power  tools  of  the  carpentry  and  cabinet  making  trades. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Senior  Museum  Preparator 


CLASS  TITLE:  MUSEUM  CONSERVATOR  ASSISTANT  CODE:   3526 

CHARACTERISTICS  OF  THE  CUSS: 

Under  supervision,  assists  in  the  conservation  of  oil  paintings  and 
other  works  of  art;  repairs,  refinishes  and  constructs  picture  frames; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods  and  pro- 
cedures relative  to  the  conservation  of  paintings  and  other  works  of  art. 
Nature  of  work  requires  normal  attention  with  intermittent  periods  of 
concentration  and  considerable  manual  dexterity  in  connection  with  the 
conservation  of  paintings  and  other  works  of  art. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  conserving  oil  paintings  by  preparing  various  solutions 
and  operating  special  lights  and  other  equipment;  cleans  and  performs  the 
less  difficult  operations  in  repairing  canvases;  relines  and  spray  varnishes 
paintings. 

2.  Repairs  and  refinishes  picture  frames;  constructs  new  frames  and 
applies  various  finishes,  including  gold  leaf;  operates  power  saws  and 
other  tools  in  making  repairs  to  antique  furniture;  assists  in  shipping 
and  installing  exhibits. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  study 
at  an  accredited  art  school  or  college,  with  courses  in  art  history 
and  techniques  of  painting,  supplemented  by  supervised  training  in  art 
conservation;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  the  equip 
ment,  materials  and  techniques  used  in  the  conservation  of  oil  paintings 
and  other  objects  of  art;  art  history  and  the  chemical  factors  in  paints. 

Requires  ability  to:   acquire  the  knowledges  and  techniques  of  art 
conservation  work;  establish  and  maintain  effective  working  relation- 
ships with  staff  personnel. 

Requires  skill  in  the  use  of  hand  and  power  wood-working  tools  and 
brush  and  spray  painting. 

PROMOTIVE  LINES: 

To:  Museum  conservator 

From:  Original  entrance  examination 


CLASS  TITLE:   MUSEUM  CONSERVATOR  CODE:   3528 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  direction,  performs  highly  skilled  work  in  connection 
with  the  inspection,  repairing  and  conservation  of  various  works  of 
art;  examines  and  researches  oil  paintings;  supervises  the  making, 
repairing  and  refinishing  of  picture  frames;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  conservation  and  repair  of 
paintings  and  other  works  of  art;  making  routine  contacts  with  museum 
officials  relative  to  art  conservation  activities.   Nature  of  work  requires 
normal  attention  with  intermittent  periods  of  concentration  and  consider- 
able manual  dexterity  in  connection  with  the  conservation  of  paintings 
and  other  works  of  art. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  works  of  art  in  the  museum's  collections  to  determine 
condition,  need  for  repairs  and  methods  of  conservation;  cleans,  re- 
pairs and  conserves  damaged  or  aged  oil  paintings;  examines  and  authen- 
ticates works  of  art  submitted  to  the  museum;  researches  art  history, 
technology  of  painting  and  technology  of  art  conservation  to  assist 

in  evaluations  and  procedures. 

2.  Supervises  the  making,  repairing  and  refinishing  of  picture 
frames;  gilds  frames;  confers  with  curatorial  staff  in  the  care  of 
paintings  and  other  art  objects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  art  school  training 
in  painting  and  an  apprenticeship  program  under  an  experienced  conser- 
vator, supplemented  by  five  years  of  art  conservation  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   chemistry  and  physics  related  to  the  examination  and  conservation 
of  oil  paintings;  considerable  knowledge  of  the  principles  and  tech- 
niques of  repairing  damaged  sculptures,  cabinets  and  other  objects  of 
art;  paintings  of  all  types  and  periods. 

Requires  considerable  ability  to:   inspect  objects  of  art  and 
determine  need  and  type  of  repair  and  conservation  work  required; 
maintain  effective  working  relationships  with  staff  personnel. 

Requires  professional  skill  in  the  conservation  of  oil  paintings 
and  other  works  of  art. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Museum  Conservator's  Assistant 


CLASS  TITLE:   MUSEUM  PHOTOGRAPHER  CODE:   3$3U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  photographs  paintings,  sculptures  and  other 
museum  art  objects  for  purposes  of  research,  study,  lectures  or  publi- 
cations; processes  films,  retouches  negatives  and  develops  prints; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  performing  specialized  photographic 
duties  on  own  initiative,  with  limited  guidance  from  the  curatorial 
staff;  achieving  certain  economies  and/or  preventing  losses,  through 
conservation  of  photographic  materials  and  supplies  and  careful  handling 
of  expensive  equipment. 

FJQTPLES  OF  DUTIES: 

1.  Prepares  settings  and  arranges  and  adjusts  lighting  effects; 
photographs  paintings  and  sculptures  in  black-and-white  and  color; 
prepares  infra-red,  ultra-violet  and  three  dimensional  photographs  for 
research,  study  and  verification  by  experts  in  other  museums;  photographs 
furniture  and  decorative  art  objects  for  publication  in  newspapers, 
books  and  periodicals;  photographs  complete  exhibitions  and  gallery- 
installations. 

2.  Prepares  and  formulates  chemicals  for  processing;  processes 
films  in  accordance  with  the  desired  negative  characteristics;  corrects 
color  balance  of  transparencies  through  chemical  means;  retouches 
negatives  and  prepares  contact  prints  and  enlargements. 

3.  Maintains  and  makes  minor  repairs  to  equipment;  estimates  and 
orders  supplies  for  photography  purposes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  professional  training  in  illustrative 
photography,  and  at  least  three  years  of  increasingly  responsible  ex- 
perience in  various  phases  of  black-and-white  and  color  photography 
and  related  photographic  laboratory  work;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  theoretical 
and  working  knowledge  of  the  principles  and  techniques  of  photography, 
with  specific  application  to  illustrative  work,  together  with  some 
knowledge,  interest  in  and  appreciation  of  works  of  art. 

Requires  ability  and  skill  to  use  good  judgment  and  ingenuity  in 
solving  complex  problems  in  photographing  oil  paintings  and  other 
art  objects  for  special  purposes. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CUSS  TITLE:   CURATORIAL  AIDE  CODE:   35UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  the  curatorial  staff  in  the  care, 
preservation  and  cataloging  of  works  of  art  and  related  curatorial  func- 
tions, including  lecturing  and  procurement  of  reference  materials;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  established 
methods  and  procedures  relating  to  museum  activities;  making  regular 
personal  contacts  with  other  departmental  personnel  and  the  general  public 
in  connection  with  providing  information  and  answering  questions  regarding 
museum  activities;  preparing  and  maintaining  a  wide  variety  of  detailed 
records  and  reports  and  files  relating  to  museum  operations. 

EXAMPLES  OF  DUTIES: 

1.  Researches  artistic  bibliographies  for  the  museum  staff  and  the 
public  and  obtains  reproductions  of  art  work  for  comparison  studies  for 
the  curatorial  staff;  assists  in  the  design,  planning  and  installation 
of  new  exhibits;  is  responsible  for  the  care  and  maintenance  of  a  large 
collection  of  photographs  and  negatives. 

2.  Conducts  museum  tours  when  required  and  projects  slides  for 
lectures  by  curatorial  staff  and  visiting  lecturers;  makes  prints  and 
drawings  as  required  and  handles  precious  art  objects  in  setting  up 
exhibits. 

3.  Maintains  records  of  all  books  removed  from  the  museum  library 
and  assures  that  books  are  properly  maintained. 

U.  Translates  foreign  publications  and  correspondence  relative  to 
museum  activities  and  research  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  two  years  of  college  level  courses  in  fine  arts;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   the  fine 
arts  and  the  history  of  art;  the  techniques  and  methods  of  caring  for 
and  displaying  art  objects. 

Requires  ability  to;  employ  a  fair  reading  knowledge  of  german, 
french,  italian  and  latin;  carry  out  the  technical  aspects  relative  to 
the  design  and  installation  of  museum  exhibits;  deal  tactfully  with 
museum  users. 

PROMOTIVE  LINES: 

ro:  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CUSS  TITLE:  ASSISTANT  CURATOR  CODE:   3$U2 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  assists  in  the  preparation,  planning, 
research,  cataloging  and  preservation  of  museum  exhibits;  conducts  tours, 
lectures  and  classes  on  museum  exhibits  and  activities;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  relating  to  museum  activities;  making  regular 
responsible  contacts  with  individuals  and  groups  and  providing  information 
and  instructions  on  museum  exhibits  and  activities;  preparing  and  main- 
taining operational  records  and  reports  of  assigned  activities. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  research  for  and  prepares  and  installs  exhibits;  gives 
lectures  and  gallery  talks  on  art  objects,  exhibits  and  displays  in  the 
museum. 

2.  Makes  collections  available  for  study  by  students  and  schools 
and  for  inspection  by  museum  visitors;  is  responsible  for  the  prepar- 
ation and  installation  of  museum  exhibits. 

3.  Schedules,  prepares  and  gives  lectures  on  art  in  the  public 
schools;  may  show  pertinent  materials  from  the  museum's  collections  in 
the  course  of  lectures;  conducts  tours  of  the  museum's  galleries  to 
various  groups,  clubs  and  school  classes;  assists  in  the  planning  and 
circulating  of  exhibits  available  to  educational  institutions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  fine  arts;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
fine  arts  and  art  history;  the  methods  and  techniques  in  instructing  and 
training  others  in  art  and  art  appreciation;  museum  operations  and 
procedures. 

Requires  considerable  ability  to:   speak  and  write  effectively; 
create  interest  in  art  and  art  appreciation  through  lectures  and  public 
speeches;  meet  and  deal  tactfully  and  enthusiastically  with  the  general 
public  and  various  groups;  employ  a  fair  reading  knowledge  of  german, 
french,  italian  and  latin. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:  ASSOCIATE  CURATOR  CODE:   35Ui 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  overall  administration  of  a  major 
phase  of  the  museum's  collection  or  servicej  acts  as  curator  in  a 
specialized  field  of  art;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  existing 
policies  and  procedures  relating  to  the  assigned  activity  in  the  museum 
operations;  making  regular  personal  contacts  with  the  general  public, 
outside  organizations  and  groups  in  providing  information  and  instructions 
on  the  museum's  activities  and  collections;  the  preparation  and  maintenance 
of  important  records  and  reports  relative  to  the  museum's  operations. 

EXAMPLES  OF  DUTIES: 

1.  Identifies,  classifies  and  makes  descriptions  of  accessions  to 
the  museum's  permanent  collection;  plans  and  supervises  the  installation 
of  additions  to  the  museum's  collections;  conducts  research  in  connection 
with  identifying  and  publicizing  information  on  objects  in  the  collection; 
orders,  classifies  and  catalogs  art  reference  library  books. 

2.  Plans  and  conducts  programs  of  instructions,  art  and  art  appreci- 
ation for  children's  groups  in  the  museum  or  the  public  schools;  lectures 
on  and  discusses  art  objects  from  the  museum's  collection  and  interprets 
the  museum's  collections  and  exhibits  in  all  fields  of  art  for  school 
classes. 

3.  Conducts  gallery  tours  for  adult  study  groups;  supervises, 
counsels  and  instructs  graduate  students  engaged  in  research  and  thesis 
preparation  in  the  fields  of  museum  service  and  art  education;  plans  and 
prepares  circulating  exhibitions  of  paintings  and  drawings  for  loan  to 
educational  institutions,  museum's  collections  and  library. 

U.  Supervises  the  storage  of  permanent  matting  and  exhibition 
framing  for  exhibits  of  paintings  and  drawings;  recommends  and  solicits 
all  additions  to  the  collection  in  the  related  reference  library. 

5.  Gives  lectures  and  gallery  talks  relating  to  paintings  and 
drawing  exhibits  and  collections;  prepares  and  publishes  articles  and 
catalogs  concerning  exhibitions  and  collections. 

MINIMUM  QUALIFICATIONS: 

Training  and  experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
art  and  art  history. 

Requires  at  least  two  years  of  responsible  experience  in  a  museum 
involving  the  care  and  maintenance  of  art  objects  and  exhibits;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  methods,  techniques  and  procedures  involved  in  the  maintenance 
and  care  of  a  museum  collection  of  fine  arts;  international  art 
publications,  art,  art  history  and  painting  and  decorative  arts. 


CLASS  TITLE:  ASSOCIATE  CURATOR  (continued)  CODE:   35UU 

Requires  considerable  ability  to:   teach  and  instruct  art  and  art 
appreciation^  speak  and  write  effectively;  deal  tactfully  and  courteously 
with  the  general  public  and  outside  organizations  and  groups  utilizing 
museum  facilities;  employ  a  fair  reading  knowledge  of  gentian,  french, 
italian  and  latin. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   CURATOR  CODE:   3$U6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans  and  directs  the 
activities  of  a  special  department  of  the  museum;  plans,  assigns  and 
supervises  the  activities  of  subordinate  personnel  engaged  in  assisting 
with  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  developing,  coordinating  and  carrying 
out  policies  and  procedures  relative  to  the  operations  of  special  phases 
of  museum  activities;  making  regular  personal  contacts  with  outside 
organizations,  professional  personnel  and  the  general  public  in  connec- 
tion with  assigned  museum  activities  and  operations;  preparing  and  main- 
taining operational  records  and  reports  relating  to  the  assigned 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  supervises  the  installation  of  the  museum's  collec- 
tions; identifies,  classifies  and  makes  descriptions  of  works  of  art; 
supervises  the  care  and  preservation  of  works  of  art. 

2.  Conducts  research  in  connection  with  identifying  and  publiciz- 
ing objects  in  the  collections;  makes  recommendations  for  acquisitions. 

3.  Plans  and  organizes  loan  exhibitions;  makes  cost  estimates; 
corresponds  with  lenders;  designs  and  supervises  installations;  coor-: 
dinates  the  installation  of  exhibitions  with  other  museum  personnel; 
assembles  data  and  photographs  for  publicity  and  prepares  labels; 
compiles  catalogues;  prepares  brochures. 

U.  Orders,  classifies  and  catalogues  art  reference  library  books; 
maintains  files  of  photographs,  slides  and  other  reproductions;  plans, 
supervises  and  conducts  programs  of  instruction  in  art  and  art  apprecia- 
tion for  children  and  adults;  supervises,  counsels  and  instructs  students 
in  research  study  of  the  museum's  collections  and  activities. 

5.  Interprets  the  museum's  collections  and  exhibitions  in  all 
fields  of  art;  lectures  and  conducts  gallery  tours;  presents  radio  and 
television  programs. 

6.  Plans  and  prepares  circulating  exhibitions  for  loan  to  other 
institutions;  recommends  on  the  loan  of  museum  objects  requested  by  other 
institutions  and  furnishes  photographs  and  other  data  for  catalogues  and 
publicity. 

7.  Organizes  and  supervises  the  work  of  voluntary  assistants; 
corresponds  and  confers  with  scholars,  specialists  and  the  public,  and 
performs  other  miscellaneous  and  related  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  art 
history  and  fine  arts. 

Requires  at  least  six  years  of  progressively  responsible  museum 
experience  in  the  field  to  which  assigned,  including  two  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   CURATOR   (Continued)  CODE:   35U6 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
methods,  techniques  and  procedures  involved  in  the  maintenance  and  care 
of  a  museum  collection  of  fine  arts;  international  art  publications,  art, 
art  history,  and  painting  and  decorative  arts. 

Requires  considerable  ability  to:   teach  and  instruct  art  and  art 
appreciation;  speak  and  write  effectively;  deal  tactfully  and  courteously 
with  the  general  public  and  outside  organizations  and  groups  utilizing 
museum  facilities;  employ  a  fair  reading  knowledge  of  german,  french, 
Italian  and  latin. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  class  exempt  from  examination. 


CLASS  TITLE:   CURATOR  OF  NATURAL  SCIENCE,  JUNIOR  MUSEUM     CODE:   35U8 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  instructs  children  in  a  wide  range  of 
natural  sciences;  cares  for  and  collects  specimens  and  exhibits  for  the 
museum;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  estab- 
lished methods  and  procedures  relating  to  the  operations  of  the  museum; 
making  regular  contacts  with  museum  visitors  in  explaining  museum  oper- 
ations and  instructing  in  the  natural  sciences;  preparing  and  maintain- 
ing ordinary  operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Instructs  children  in  a  wide  range  of  natural  sciences  includ- 
ing zoology,  biology,  forestry,  conservation  and  astronomy. 

2.  Prepares  a  variety  of  study  materials  for  such  group  work; 
conducts  tours  for  visiting  school  groups  and  explains  and  provides  in- 
formation on  museum  exhibits  and  specimens. 

3.  Instructs  group  leaders  in  natural  science  study  activities; 
prepares  museum  exhibits  and  displays. 

h.      Cares  for  and  feeds  live  exhibits;  participates  in  field  trips 
in  connection  with  the  collection  of  exhibits  and  specimens;  maintains 
animal  cages  and  related  exhibit  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  the  natural  sciences;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   a  wide 
range  of  natural  sciences,  including  zoology,  mineralology,  entomology 
and  forestry;  the  care  and  feeding  of  a  variety  of  live  exhibits  and 
specimens. 

Requires  ability  to:  instruct  others  in  the  natural  sciences  and 
work  effectively  with  childrens1  groups;  prepare  instruction  materials 
and  museum  displays;  maintain  operational  records  of  museum  activities. 

PROMOTIVE  LINES: 

r_o:   Senior  Curator,  Junior  Museum 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  CURATOR,  JUNICR  MUSEUM  CODE:   3550 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  planning  and  supervising  the  natural 
science  and  arts  and  crafts  programs  of  the  museum;  supervises  and  parti- 
cipates in  the  collection  and  care  of  specimens  and  the  preparation  of 
exhibits  for  the  museum;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relating  to  the  operations  of  the 
museum;  making  regular  contacts  with  outside  organizations,  other  depart- 
mental personnel  and  the  general  public  in  connection  with  providing 
information  and  explaining  the  operations  of  the  museum;  preparing  and 
supervising  the  preparation  of  operational  records  and  reports  relating 
to  museum  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  supervises  the  natural  science  and  craft  programs; 
including  woodwork,  metal  shop  work  and  model  airplane  construction; 
assigns  duties  to,  and  instructs  subordinates  in  the  teaching  of  a  wide 
variety  of  science  and  craft  activities. 

2.  Plans  and  supervises  tours  of  museum  facilities  and  exhibits 
for  school  classes  and  various  agencies  and  interest  groups. 

3.  Classifies,  catalogs  and  performs  research  on  specimens  for 
exhibits;  trains  subordinates  in  the  proper  use  of  a  wide  variety  of 
arts  and  crafts  shop  equipment;  collects,  prepares  and  mounts  specimens 
for  the  museum  collection;  designs  and  installs  exhibits. 

il.   Speaks  before  various  groups  on  the  museum's  programs  and 
activities;  prepares  and  supervises  the  preparation  of  operating  records 
and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  natural  sciences. 

Requires  at  least  two  years  of  experience  involving  teaching  or 
participating  in  natural  science  and  arts  and  crafts  programs,  including 
some  supervisory  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  a 
wide  range  of  natural  sciences  and  varied  arts  and  crafts  programs. 

Requires  considerable  ability  to:  plan  and  promote  educational 
programs  in  the  natural  sciences  and  arts  and  crafts  fields  and  instruct 
subordinates  and  museum  users  in  the  many  phases  of  such  programs; 
design  and  set  up  museum  displays,  specimens  and  exhibits;  speak  effec- 
tively and  meet  and  deal  with  the  general  public  and  museum  users  in  a 
courteous  manner;  assign  and  supervise  the  activities  of  a  small  group  of 
subordinate  personnel. 


CLASS  TITLE:   SENIOR  CURATOR,  JUNIOR  MUSEUM  CODE:  3550 

PROMOTIVE  LINES: 

To:  Director,  Junior  Museum 

From:   Curator  of  Arts  and  Crafts,  Junior  Museum 
Curator  of  Natural  Science,  Junior  Museum 


CLASS  TITLE:  JUNIOR  MUSEUM  DIRECTOR  CODE:   3552 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  the  natural 
sciences,  arts  and  crafts  and  related  programs  of  the  junior  museum; 
plans,  assigns  and  reviews  the  activities  of  subordinate  personnel;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   developing,  interpreting  and  co- 
ordinating the  policies  and  procedures  relative  to  the  operations  and 
activities  of  the  museum;  making  responsible  personal  contacts  with 
outside  groups,  organizations  and  the  general  public  in  connection  with 
providing  information  on  museum  activities;  supervising  the  preparation 
and  maintenance  of  museum  operational  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  promotes  and  supervises  a  general  educational  program 
in  the  natural  sciences,  arts  and  crafts  and  a  variety  of  related 
activities  for  the  museum. 

2.  Supervises  and  participates  in  the  collection,  classification 
and  exhibiting  of  biological  and  earth  science  field  specimens. 

3.  Coordinates  museum  activities  and  programs  with  other  recre- 
ational and  educational  programs;  prepares  and  schedules  activities 
programs  for  the  museum  and  arranges  for  related  publicity  of  such 
programs. 

U-  Makes  a  variety  of  contacts  in  the  collection  of  materials 
and  exhibits  for  museum  programs;  supervises  and  participates  in  the 
preparation  and  maintenance  of  a  variety  of  records  and  reports  relating 
to  museum  operations. 

MINDMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  natural  sciences. 

Requires  four  years  of  progressively  responsible  experience 
involving  instructing  in  the  natural  science  and  arts  and  crafts  fields, 
including  two  years  of  supervisory  experience;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  natural  sciences  and  a  wide  variety  of  arts  and  crafts  particu- 
larly as  applied  to  museum  and  recreational  activities;  museum  operating 
techniques  and  procedures. 

Requires  ability  to:  plan,  initiate  and  supervise  a  diversified 
educational  and  instructional  program  for  children  in  the  natural 
sciences  and  arts  and  crafts  field;  conceive  and  supervise  the  prepar- 
ation of  meaningful  exhibits  and  displays;  deal  tactfully  and  effectively 
with  groups,  organizations  and  individuals  using  museum  facilities. 


CLASS  TITLE:   JUNIOR  MUSEUM  DIRECTOR  (continued)  CODE:   3552 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Junior  Museum  Curator 


CUSS  TITLE:  MUSEUM  REGISTRAR  CODE:   3556 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  maintains  detailed  records  of  the  museum's  permanent 
and  temporary  exhibits;  processes  incoming  and  outgoing  art  shipments; 
acknowledges  gifts  and  loans  to  the  museum;  compiles  historical  art  data 
for  reports,  catalogs  and  bulletins;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  the  acquiring  of  permanent  and  loan 
exhibits;  making  responsible  contacts  with  patrons  of  the  museum; 
maintaining  accurate  records  of  museum  exhibits. 

EXAMPLES  OF  DUTIES: 

1.  Receipts,  accessions,  and  catalogs,  new  items;  maintains  card 
catalog  of  collections  and  supplies  information  to  other  museums  or 
persons  by  telephone,  written  correspondence  or  in  person;  attends  to  all 
details  of  items  loaned  to  other  museums  including  the  supplying  of 
photographs,  catalog  information  and  shipping  and  insurance  details; 
arranges  for  insurance  on  items  loaned  to  or  by  the  museum  and  maintains 
accounts  of  insurance  coverage  and  computes  premiums  due. 

2.  Inspects,  receipts  and  directs  the  labeling  of  incoming  loan  items 
for  exhibition  purposes;  establishes  the  date  and  method  of  shipping  loaned 
items . 

3.  Orders,  accessions  and  catalogs  loans  and  maintains  appropriate 
card  catalogs;  sorts  and  files  periodicals  and  exhibition  catalogs  from 
other  museums;  maintains  files  of  photographs  of  permanent  collection  and 
card  index  of  available  photos;  arranges  for  photographing  and  answers 
requests  for  information  regarding  special  collections. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  college  level  courses  in  liberal  arts  and  business  and  two  years 
of  responsible  clerical  and  office  experience  preferably  involving  museum 
or  art  cataloging  and  record  keeping  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
modern  office  and  business  procedures,  including  correspondence,  filing, 
insurance  practices  and  record  keeping;  library  techniques  and  procedures . 

Requires  ability  to  establish  and  maintain  effective  working  rela- 
tionships with  the  curatorial  staff  and  employees  of  other  museums;  deal 
tactfully  and  courteously  with  exhibit  loaners,  donors  and  the  general 
public;  maintain  detailed  and  complex  record  keeping  systems;  performs 
simple  typing  and  operate  various  standard  office  machines. 


CLASS  TITLE:  MUSEUM  REGISTRAR  (continued)  CODE:   3556 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:  EXECUTIVE  SECRETARY,  ART  COMMISSION  CODE:   3560 

CHARACTERISTICS  OF  THE  CI 

i.gect  to  top  management  approval,  is  responsible  for  carrying  out 
administrative  responsibilities  of  the  office  of  the  art  commission; 
plans  for  and  coordinates  a  variety  of  cultural  exhibits  and  presenta- 
tions sponsored  by  the  commission;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   developing,  coordinating  and  interpret- 
ing policies  and  procedures  in  connection  with  the  operations  of  the 
commission's  office;  making  regular  important  contacts  with  a  wide  variety 
of  cultural  committees  and  representatives  in  connection  with  cultural 
and  administrative  activities  of  the  commission;  preparing  and  reviewing 
detailed  and  important  operational  and  financial  records  and  reports  of 
commission  activities. 

EXAMPLES  OF  DUTIES: 

1.  Compiles  information  and  data  relative  to  the  preparation  of  the 
commission's  budget  and  is  responsible  for  the  physical  preparation  of 
the  budget. 

2.  Reviews  proposed  expenditures  and  exercises  control  over  the 
expenditures  of  commission  funds. 

3.  Is  responsible  for  supervising  the  box  office  operations  and 
other  services  related  to  commission-sponsored  concerts,  festivals  and 
similar  events. 

U.  Contacts,  coordinates  and  makes  program  arrangements  with  a 
variety  of  professional  persons  including  conductors,  soloists,  agents 
and  other  individuals  in  the  entertainment  and  cultural  fields. 

5.  Arranges  for  contractual  services  of  a  variety  of  performers 
and  artists  in  the  cultural  field. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
liberal  arts. 

Requires  at  least  eight  years  of  progressively  responsible  experience 
in  administrative  and  office  operations,  methods  and  procedures; 
budgeting  and  financial  methods  and  procedures;  theatrical  and  entertain- 
ment productions  and  programming. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  office  management  and  administrative  techniques  and  methods; 
operating  rules  and  regulations  pertaining  to  the  art  commission. 

Requires  unusual  ability  to:  plan  programs  and  deal  tactfully, 
courteously  and  effectively  with  professional  performers,  their  repre- 
sentatives and  the  general  public;  requires  considerable  administrative 
ability. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  class  exempt  from  examination. 


CLASS  TITLE:  EXECUTIVE  SECRETARY,  BOARD  OF  TRUSTEES,      CODE:   3562 
CALIFORNIA  PALACE  OF  THE  LEGION  OF  HONOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and 
responsible  office  and  administrative  work  in  connection  with  the 
directors  and  the  board  of  trustees'  offices  of  the  museum;  assigns  and 
directs  the  activities  of  the  building  custodian  and  clerical  personnel; 
serves  as  secretary  to  the  board  of  trustees;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  assist- 
ing in  the  development  of  policies  and  procedures  relative  to  the  Der- 
ations of  the  director  and  board  of  trustees  offices;  making  continuing 
responsible  contacts  with  other  departmental  personnel,  officials  of 
outside  organisations  and  the  general  public  relative  to  the  adminis- 
trative operations  of  the  museum  and  the  board  of  trustees;  directing 
the  preparation  and  maintenance  of  detailed  and  important  operational, 
financial  and  personnel  reports  affecting  museum  activity. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  secretary  to  the  board  of  trustees  and  its  execu- 
tive committee;  compiles  the  minutes  of  all  committee  and  board  meetings 
and  assures  their  safe  custody  and  proper  distribution;  prepares  agendas 
for  executive  committee  and  general  minutes  of  the  board  of  trustees; 
serves  as  finance  officer  of  the  museum  and  reviews  all  requests  for 
funds  and  expenditures. 

2.  Assures  that  the  physical  museum  properties  are  properly 
maintained  and  cared  for  and  that  proper  security  of  museum  properties 
and  exhibits  is  assured  at  all  times. 

3.  Prepares  and  supervises  the  preparation  of  a  large  variety  of 
operational  records  and  reports  including  consolidation  of  the  annual 
budget. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration  or  a  closely  related  field. 

Requires  at  least  six  years  of  progressively  responsible  admi: 
trative  and  office  management  experience,  including  two  years  of  respon- 
sible supervisory  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
modern  office  management- and  administrative  techniques  and  methods 
particularly  as  applied  to  the  operation  of  a  large  fine  arts  museum; 
existing  ordinances,  rules  and  regulations  applicable  to  the  functions 
of  the  museum  and  the  board  of  trustees. 


CLASS  TITLE:   EXECUTIVE  SECRETARY,  BOARD  OF  TRUSTEES,      CODE:   3562 
CALIFORNIA  PALACE  OF  THE  LEGION  OF  HONOR 
( continued) 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
activities  of  subordinate  personnel;  meet  and  deal  effectively  and 
tactfully  with  other  departmental  officials,  representatives  of  outside 
organizations  and  agencies  and  the  general  public;  review,  evaluate  and 
supervise  the  maintenance  and  preparation  of  a  wide  variety  of  departmental 
records  and  reports. 

PR0M3TIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:      EXECUTIVE   SECRETARY,    BOARD   OF  TRUSTEES,  CODE:      3$6h 

M.    H.   DE  YOUNG  MEMORIAL  MUSEUM 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  performs  difficult  and  respon- 
sible office  and  administrative  work  in  connection  with  the  director's 
and  the  board  of  trustees'  offices  of  the  museum;  assigns  and  directs 
the  activities  of  the  building  custodian  and  clerical  personnel; 
serves  as  secretary  to  the  board  of  trustees;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   interpreting, enforcing  and  assisting 
in  the  development  of  policies  and  procedures  relative  to  the  operations 
of  the  director's  and  board  of  trustees'  offices;  making  continuing 
responsible  contacts  with  other  departmental  personnel,  officials  of 
outside  organizations  and  the  general  public  relative  to  the  administra- 
tive operations  of  the  museum  and  the  board  of  trustees;  directing  the 
preparation  and  maintenance  of  detailed  and  important  operational, 
financial  and  personnel  reports  affecting  museum  activity. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  secretary  to  the  board  of  trustees  and  its  executive 
committee;  compiles  the  minutes  of  all  committee  and  board  meetings  and 
assures  their  safe  custody  and  proper  distribution;  prepares  agenda  for 
executive  committee  and  general  minutes  of  the  board  of  trustees;  serves 
as  finance  officer  of  the  museum  and  reviews  all  requests  for  funds  and 
expenditures. 

2.  Assures  that  the  physical  museum  properties  are  properly  main- 
tained and  cared  for  and  that  proper  security  of  museum  properties 

and  exhibits  exists  at  all  times. 

3.  Prepares  and  supervises  the  preparation  of  a  large  variety  of 
operational  records  and  reports  including  consolidation  of  the  annual 
departmental  budget. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration  or  a  closely  related  field. 

Requires  at  least  six  years  of  progressively  responsible  adminis- 
trative and  office  management  experience,  including  two  years  of  re- 
sponsible supervisory  experience;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
modern  office  management  and  administrative  techniques  and  methods, 
particularly  as  applied  to  the  operation  of  a  large  fine  arts  museum; 
existing  ordinances,  rules  and  regulations  applicable  to  the  functions 
of  the  museum  and  the  board  of  trustees. 


CLASS  TITLE:  EXECUTIVE  SECRETARY,  BOARD  OF  TRUSTEES „       CODE:   3£61| 
Mo  H.  DE  YOUNG  MEMORIAL  MUSEUM  (Continued) 

Requires  considerable  ability  to:  plan,  assign  and  supervise 
the  activities  of  subordinate  personnel;  meet  and  deal  effectively 
and  tactfully  with  other  departmental  officials,  representatives  of 
outside  organizations  and  agencies  and  the  general  public;  review, 
evaluate  and  supervise  the  maintenance  and  preparation  of  a  wide 
variety  of  departmental  records  and  reports* 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:  ADMINISTRATIVE  ASSISTANT,  CODE:   3570 

M.  H.  DEYOUNG  MEMORIAL  MUSEUM 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  program  plan- 
ning and  administrative  management  of  the  museum;  supervises  subordinate 
personnel  in  the  preparation  of  exhibitions  and  other  activities;  per- 
forms responsible  curatorial  duties  in  researching  and  classifying  art 
objects;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  assisting  in  the  organization  and  de- 
velopment of  department  policy  and  methods;  making  responsible  personal 
contacts  with  various  individuals  and  groups  concerned  with  the  museum's 
program  and  exhibits;  supervising  the  preparation  and  maintenance  of  im- 
portant operational  and  technical  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Coordinates  schedules  of  art  exhibitions  to  establish  proper 
work  flow  for  the  technical  staff;  plans  and  organizes  exhibitions;  pre- 
pares brochures,  material  for  wall  histories,  labels,  invitations  and 
publicity;  assists  in  the  design  and  supervision  of  new  installations. 

2.  Confers  with  the  director  on  arrangements  for  traveling  exhibi- 
tions; acts  as  liaison  officer  between  the  museum  and  the  museum  society 
and  assists  in  their  exhibitions;  arranges  for  lectures  by  national  and 
international  art  authorities. 

3.  Inspects  requisitions  for  supplies  and  equipment  to  insure  their 
accuracy;  reviews  insurance  and  shipping  matters  to  assure  that  amounts 
noted  and  assignments  have  been  properly  completed. 

U.   Screens  objects  of  art  offered  to  the  museum  in  order  to  deter- 
mine their  acceptability;  answers  questions  from  the  public  concerning 
collections;  maintains  effective  relations  with  prospective  and  former 
donors  and  lenders;  classifies  certain  art  objects  acquired  or  loaned  to 
the  museum  and  does  research  work  on  same. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  art  history. 

Requires  six  years  of  curatorial  and  administrative  experience  in  a 
major  art  museum,  including  two  years  of  responsible  supervisory  experi- 
ence; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   administrative  principles  and  procedures  as  applied  to  the  opera- 
tion of  an  art  museum;  the  techniques  involved  in  classifying  and  ex- 
hibiting art  objects. 

Requires  considerable  ability  to:  plan  and  coordinate  the  museum's 
exhibitions;  assist  in  the  many  facets  of  the  museum's  business  and  pub- 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT  CODE:   3570 

M.  IL  DEYOUNG  MEMORIAL  MUSEUM 
(continued) 

lie  relations  activities;  perform  professional  curatorial  duties  in 
screening  art  objects  and  planning  exhibits;  exercise  a  high  degree  of 
tact  and  diplomacy  in  meeting  and  working  with  museum  donors  and  lend- 
ors. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:  DIRECTOR,  M.  H.  DE  YOUNG  MEMORIAL  MUSEUM     CODE:  3572 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  is  responsible  for  directing 
all  activities  of  the  museum;  plans,  assigns  and  directs  the  work  of 
professional  and  non-professional  personnel  engaged  in  museum  activi- 
ties; and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  coordinating,  approving  and 
executing  policies  and  methods  affecting  all  units  of  the  museum;  making 
regular  personal  contacts  with  other  departmental  officials,  officials 
of  public  and  private  organizations  and  groups  and  the  general  public  in 
connection  with  providing  information  of  museum  activities;  directing 
the  preparation  and  maintenance  and  personally  reviewing  a  wide  variety 
of  detailed  and  important  records  and  reports  concerning  museum 
activities  and  operations. 

EXAMPLES  OF  DUTIES: 

1.  Directs  all  activities  of  the  museum  and  the  development  and 
enrichment  of  the  various  museum  collections;  directs  and  participates 
in  locating  and  selecting  paintings  and  other  art  work  in  the  inter- 
national art  market;  conducts  studies  and  researches  in  connection  with 
such  art  work  and  locates  funds  and  donors  necessary  to  their  acquisi- 
tion. 

2.  Directs  a  program  of  temporary  exhibitions  organized  by  the 
museum  and  selected  from  circuit  exhibitions  organized  by  other  agencies; 
directs  the  placing  and  installation  of  all  permanent  and  temporary 
exhibits;  makes  recommendations  regarding  improvement  of  the  museum's 
premises  and  facilities. 

3.  Serves  as  chief  curator  of  painting  and  sculpturing  and 
appraises  the  artistic  qualities  and  authenticity  of  paintings  and 
sculptural  work. 

MINIMUM  QUALIFICATIONS: 

'raining  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
fine  arts,  archeology,  philosophy,  history  or  a  closely  related  field, 
preferably  supplemented  by  graduate  training  in  art  history. 

Requires  ten  years  of  progressively  responsible  museum  curatorial 
experience,  including  five  years  of  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  methods,  techniques  and  procedures  involved  in  the  maintenance 
and  care  of  a  museum  collection  of  fine  arts;  international  art 
publications,  art,  art  history  and  painting  and  decorative  arts. 

Requires  unusual  ability  to:  teach  and  instruct  art  and  art 
appreciation;  speak  and  write  effectively;  deal  tactfully  and  court- 
eously with  the  general  public  and  outside  organizations  and  groups 
utilizing  museum  facilities;  enploy  a  fair  reading  knowledge  of 
german,  french,  italian  and  latin. 


CLASS  TITLE?  DIRECTOR,  M.  H.  DE  YOUNG  MEMORIAL  MUSEUM      CODE;   3^72 
( continued) 

PROMOTIVE  LIKES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination, 


CLASS  TITLE:   ASSISTANT  DIRECTOR,  CALIFORNIA  PALACE        CODE:  3576 
OF  THE  LEGION  OF  IIONDR 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approvaLjssists  in  the  program  planning  and 
administrative  management  of  the  museum  and  the  coordination  and  direc- 
tion of  all  curatorial  activities;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:   interpreting  and  coordinating  existing 
policies  and  procedures  and  assists  in  the  development  of  new  policies 
and  methods  relative  to  the  operations  of  the  museum;  making  responsible 
personal  contacts  with  other  departmental  officials,  public  and  private 
organizations  and  groups  and  the  general  public  in  connection  with  . 
viding  information  on  museum  activities  and  facilities;  supervising  the 
preparation  and  maintenance  of  important  operational  and  technical 
reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  implements  the  museum' s  special  exhibition  program, 
including  the  selection  of  paintings  and  objects  to  be  displayed,  the 
allocation  of  gallery  space  and  the  design  and  construction  work  re- 
lated to  such  exhibitions;  determines  the  placement  of  paintings  and 
art  objects  in  temporary  exhibitions. 

2.  Lectures  on  loan  exhibitions  and  provides  a  wide  variety  of 
professional  information  on  museum  activities  and  exhibits. 

3.  Supervises  the  photographing  of  special  installations  and  in- 
dividual works  included  in  exhibitions;  contacts  other  museums  in 
connection  with  the  planning  and  implementation  of  loan  exhibitions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  majcr  course 
work  in  art  history. 

Requires  eight  years  of  progressively  responsible  curatorial 
experience  in  a  large  art  museum,  including  four  years  oi'  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

nowledge,  Abilities  and  Skills:   Requires  considerable  know- 
ledge of:   the  methods,  techniques  and  procedures  involved  in  the 
maintenance  and  care  of  a  museum  collection  of  fine  arts;  the 
techniques  involved  in  classifying  and  exhibiting  art  objects;  art 
history  and  painting  and  decorative  arts. 

Requires  considerable  ability  to:  plan  and  coordinate  museum  ex- 
hibitions; assist  in  the  many  facets  of  museum  public  relations 
activities  and  deal  tactfully  and  courteously  with  the  general  public 
and  other  groups  and  organizations  utilizing  museum  facilities. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CUSS  TITLE:   DIRECTOR,  CALIFORNIA  PALACE  OF  THE  CODE:   3578 

LEGION  OF  HONOR 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  is  responsible  for  directing 
all  activities  of  the  museum;  plans,  assigns  and  directs  the  work  of 
professional  and  non-professional  personnel  engaged  in  museum  activities; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for-   coordinating, approving  and 
executing  policies  and  procedures  affecting  all  units  of  the  museum  and 
its  operations;  making  regular  responsible  personal  contacts  with  other 
departmental  officials, officials  of  public  and  private  organizations 
and  groups  and  the  general  public  relative  to  providing  information  on 
museum  activities  and  operations;  directing  the  preparation  and  main- 
tenance of  a  wide  variety  of  detailed  and  important  records  and  reports 
concerning  museum  activities  and  operations. 

EXAMPLES  OF  DUTIES: 

1.  Directs  all  activities  of  the  museum  and  the  development  and 
enrichment  of  the  various  museum  collections. 

2.  Directs  and  participates  in  the  locating  and  selecting  of  art 
objects  and  art  work  for  inclusion  in  the  museum  collection. 

3.  Conducts  or  directs  studies  and  research  in  connection  with 
art  work  and  locating  funds  and  donors  necessary  to  their  acquisition. 

1;.  Directs  the  maintenance  and  operation  of  physical  plant 
facilities  and  the  care  and  preservation  of  valuable  works  of  art;  pre- 
pares recommendations  relative  to  the  improvement  of  museum  facilities 
and  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  fine  arts,  archeology,  philosophy,  history  or  a  closely  related 
field,  preferably  supplemented  by  graduate  training  in  art  history. 

Requires  ten  years  of  progressively  responsible  museum  curatorial 
experience,  including  five  years  of  responsible  administrative  ex- 
perience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  methods,  techniques  and  procedures  involved  in  the  maintenance 
and  care  of  the  museum's  collection  of  fine  arts;  art,  art  history  and 
painting  and  decorative  arts. 

Requires  unusual  ability  to:   teach  and  instruct  in  art  and  art 
appreciation;  speak  and  write  effectively;  deal  tactfully  and  cour- 
teously with  the  general  public  and  cuLside  organizations  and  groups 
utilizing  museum  facilities;  employ  a  fair  reading  knowledge  of  German, 
French,  Italian  and  Latin. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:  MARITIME  MUSEUM  DIRECTOR  CODE:   3582 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  directs  and  supervises  the 
activities  of  the  maritime  museum;  and  performs  related  duties  as  required, 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies  and  procedures  relative  to  the  overall  operations  of 
the  museum  and  its  facilities;  making  continuous  responsible  contacts 
with  other  department  personnel,  outside  agencies  and  organizations  and 
representatives  of  various  groups  in  connection  with  museum  operations; 
preparing  and  supervising  the  preparation  and  maintenance  of  important 
and  detailed  operational  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  activities  of  the  maritime  museum,  including  the 
acquisition,  classification,  cataloging,  display  and  interpretation  of 
the  museum  collection;  designs  and  supervises  the  installation  of 
exhibits;  prepares  material  for  publicity  releases. 

2.  Performs  research  work  and  assists  and  advises  others  on 
research  problems  dealing  with  maritime  history;  conducts  courses  and 
lectures  on  museum  exhibits;  makes  recommendations  relative  to  the  growth 
of  the  museum  collection. 

3.  Is  responsible  for  the  management  of  maritime  relics  including 
the  fiscal  management  and  physical  maintenance  of  such  relics. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
marine  science,  or  a  closely  related  field. 

Requires  four  years  of  progressively  responsible  experience 
involving  the  care  and  custody  of  maritime  relics,  documents  and  similar 
museum  exhibits;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   maritime  history  and  traditions;  museum  techniques  and  procedures. 

Requires  considerable  ability  to:   direct  the  work  of  others;  es- 
tablish and  maintain  effective  contacts  with  individuals  and  organiz- 
ations interested  in  maritime  history  and  the  activities  of  the  museum; 
prepare  publicity  materials  for  release  on  museum  activities. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:  LIBRARY  PAGE  CODE:  }602 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  simple  clerical  and  light 
physical  tasks  in  the  main  and  branch  libraries ;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  following  simple  directions,  either 
oral  or  written;  making  routine  contacts  with  the  general  public  in  con- 
nection with  library  services. 

EXAMPLES  OF  DUTIES: 

1.  Picks  up  and  returns  books  and  periodicals  or  other  material  to 
proper  departments;  sorts  books  and  returns  to  proper  shelves;  maintains 
proper  order  of  volumes  on  shelves. 

2.  Transports  books  between  various  departments  of  the  main  library; 
delivers  inter-departmental  communications;  locates  and  delivers  books  re- 
quested by  library  patrons. 

3.  Assists  in  packing  books  for  mailing  or  discarding;  numbers  books, 
folds  pockets,  puts  jackets  on  books,  slips  books  and  embosses  covers. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  current  attendance  in  high  school. 
No  experience  required. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of  library 
systems. 

Requires  the  ability  to:  serve  the  public  in  a  courteous  and  efficient 

manner;  follow  directions  and  cooperate  with  others. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:  Exempt  from  examination. 


CLASS  TITLE:  BOOK  PROCESSOR  CODE:   3606 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  physical  marking  and  prelim- 
inary processing  of  all  books  added  to  the  library  collectipn;  and 
performs  related  duties  as  required.  Requires  responsibility  for: 
making  limited  personal  contacts;  maintenance  of  simple  records  and 
exercise  of  limited  judgment  on  routine  matters.  Nature  of  work 
requires  occasional  physical  effort. 

EXAMPLES  OF  DUTIES: 

1.  Types  book  pockets  and  plates  for  all  book  accessions  and  pastes 
into  the  inside  cover  of  all  books  added  to  the  library. 

2.  Inserts  books  in  plastic  dust  jackets  and  delivers  finished 
books  to  the  appropriate  department  or  branch. 

3.  Embosses  the  library  seal  on  the  covers  of  all  books;  writes  call 
numbers  on  spines  of  books. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  ability  to:  rapidly 
learn  book  processing  methods  and  procedures;  perform  simple  typing  and 
clerical  tasks. 

PROMOTIVE  LINES: 

To:  Clerk 

Clerk- Typist 

From:  Original  entrance  examination 


CLASS  TITLE:  LIBRARY  ASSISTANT  CODE:  3610 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  general  and  varied  non-professional  library 
work  requiring  basic  training  and  aptitude:  assists  patrons  in  the  use  of 
library  facilities;  keeps  simple  library  records;  and  performs  related  duties 
as  required. 

Requires  normal  responsibility  for:   following  existing  library  methods 
and  procedures;  making  routine  contacts  with  the  general  public  and  other 
departmental  personnel  in  connection  with  library  operations;  maintaining 
simple  records  of  library  operations. 

EXAMPLES  OF  DUTIES: 

1.  Charges  and  discharges  books,  periodicals  and  other  library  materials. 

2.  Helps  patrons  to  find  and  choose  books. 

3.  Processes  applications  for  library  cards. 

U.  Answers  routine  questions  on  use  of  facilities  and  library  procedures. 

5.  Receives  and  records  fine  payments  for  overdue,  lost  or  damaged  books, 

6.  Counts  daily  circulation  and  assists  in  compilation  of  monthly  cir- 
culation report. 

7.  Types  overdue  notices,  catalog  cards,  bibliographies,  backlists, 
overdue  record  cards,  borrower's  register  cards  and  daily  cash  report. 

8.  Maintains  office  files. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school;  or  an 

equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of  general 
office  work  and  library  operations. 

Requires  ability  to:  deal  courteously  and  tactfully  with  the  general 
public:  perform  simple  typing  and  clerical  tasks. 

PROMOTIVE  LINES: 

To:   Clerk 

Clerk-Typist 

From:  Junior  Clerk 


CUSS  TITLE:  MUSIC  LIBRARIAN  CODE:   36H4 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  maintains  files  of  music;  distributes  music; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  music  files  and  related  activities; 
making  routine  contacts  with  other  departmental  personnel  and  the  general 
public;  maintaining  music  files  and  related  routine  records. 

EXAMPLES  OF  DUTIES: 

1.  Maintains  dance,  choral,  symphony  and  other  orchestration  and 
music  files  in  proper  order. 

2.  Distributes  music  to  the  members  of  the  recreation  symphony 
at  rehearsals;  gathers  music  at  the  close  of  rehearsals;  makes  repairs 
to  music  as  required. 

3.  Checks  attendance  of  members  of  the  recreation  symphony; 
telephones  and  sends  notices  to  members  and  other  routine  correspondence. 

U.  Maintains  a  complete  record  of  music  borrowed  from  files  and 
makes  notation  as  to  when  it  is  returned. 

5>.  May  arrange  orchestra  seating  plan,  picks  up  music  at  public 
libraries,  and  assists  with  minor  clerical  duties  in  the  office. 

MINIMUM  QUALIFICATIONS 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  one  year  of  general  clerical  experience, 
preferably  involving  the  custody  and  maintenance  of  music  files;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  music, 
especially  of  orchestrations  and  choral  arrangements;  musical  filing  systems. 

Requires  ability  to  repair  sheet  music  and  perform  related  clerical 
tasks. 

PROMOTIVE  LINES: 

To:   Clerk 

From:   Junior  Clerk 


CLASS  TITLE:  SCHOOL  LIBRARY  ASSISTANT  CODE:   36l8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  receives,  checks  and  performs  semi- 
technical  duties  in  the  processing  of  new  books  ordered  for  the  school 
district's  secondary  school  libraries;  assigns  and  reviews  the  work  of 
subordinate  clerical  personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  carrying 
out  methods  and  procedures  relating  to  book  processing  activities; 
supervision;  the  preparation  and  maintenance  of  detailed  book  processing 
records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  all  library  books  ordered  for  the  secondary  school 
libraries  and  checks  to  determine  if  they  are  added  copies,  new  titles 
or  editions;  prepares  new  titles  for  the  attention  of  the  librarian. 

2.  Checks  bibliographic  information  including  the  verification 

of  author,  title,  publisher,  date  and  price;  checks  the  cards  of  all  newly 
cataloged  books  for  correct  entries  and  writes  t-he  call  numbers  in  each 
book;  prepares  first  draft  of  catalog  card  for  librarian  to  complete. 

3.  Assigns  typing  and  filing  duties  within  the  section;  instructs 
clerical  personnel  in  the  preparation  of  cards,  forms  and  book  lists 
and  inspects  completed  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  four  years  of  responsible  clerical  experience,  preferably 
including  experience  in  the  processing  of  library  books;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
clerical  procedures  and  techniques  involved  in  the  processing  of  new 
library  books;  the  principles  and  practices  of  cataloging  and  bibliographic 
work. 

Requires  ability  to:  assign  and  review  the  work  of  clerical  employees 
and  assist  in  their  supervision;  deal  effectively  and  courteously  with 
other  departmental  personnel. 

PROMOTIVE  LINES: 

To:  Principal  Clerk 

From:   Clerk 

Clerk- Typist 


CUSS  TITLE:  LIBRARIAN  (BRANCH  LIBRARY  SERVICES)  CODE:   3630 

(CENTRAL  LIBRARY  SERVICES) 
(TECHNICAL  SERVICES) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  professional  librarian 
work  in  one  or  more  of  the  major  library  functions,  as  identified  in  the 
title;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  library  activities;  making  regular 
contacts  with  the  general  public  and  outside  organizations  in  connection 
with  library  activities  and  operations;  gathering,  preparing  and  maintain- 
ing ordinary  operating  reports  and  records  relative  to  library  activities. 

EXAMPLES  OF  DUTIES: 

Branch  Library  Services:   Charges  and  discharges  library  books  and 
materials  for  patrons  and  assists  patrons  in  locating  books,  magazines 
and  other  materials;  reads  book  reviews  and  assists  in  the  selection 
of  books  and  materials  for  the  library  collection;  performs  a  variety 
of  clerical  and  typing  work  in  connection  with  processing  and  maintaining 
library  files,  cards  and  indexes;  processes  new  books,  replacements  and 
books  going  to  and  returning  from  the  bindery;  maintains  branch  library 
records,  including  circulating  statistics  and  financial  and  time  records; 
serves  as  librarian  operating  the  bookmobile  calling  at  various  locations 
throughout  the  city. 

Central  Library  Services:  Performs  a  variety  of  assignments  in  the 
central  library,  including  working  with  periodicals,  newspapers,  documents, 
art,  music,  circulation  and  reference  activities;  assists  patrons  in  lo- 
cating materials  in  their  particular  field  of  interest  and  answers  various 
inquiries  pertaining  to  such  fields  of  interest;  advises  patrons  in  the 
use  of  reference  materials;  analyzes  materials  for  references  and  biblio- 
graphies; assists  in  locating  materials  held  by  other  library  units  for 
patrons  when  requested;  compiles  reading  lists  on  various  subjects  and 
•assists  in  the  selection  of  books  for  displays;  provides  information  to 
patrons  involving  a  variety  of  governmental  publications. 

Technical  Services:  Performs  a  variety  of  assignments  in  the  cent- 
ral library  in  connection  with  technical  service  work,  including  cata- 
loging and  ordering  activities;  prepares  unit  cards  on  new  books  received 
and  prepares  all  related  cards  necessary  to  the  cataloging  of  such  books 
in  the  main  branch  libraries;  maintains  records  relative  to  additional 
or  replacement  copies  of  books  already  cataloged;  maintains  the  card 
catalog  including  the  filing  of  new  cards,  withdrawals  of  old  or  can- 
celled cards  and  preparation  of  new  guide  cards;  checks  invoices  and 
pulls  accession  slips  for  books  received;  checks  prices  and  discounts 
on  invoices  and  verifies  quantities,  titles,  authors,  additions  and 
publishers  of  books  ordered;  assists  in  pricing  books  requested  for 
main  and  branch  libraries;  maintains  records  relative  to  work  performed, 
and  assists  in  the  preparation  of  required  periodical  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  supplemented  by 


CLASS  TITLE:   LIBRARIAN  (continued)  CODE:   3630 

completion  of  a  prescribed  course  in  library  science  in  a  library  school 
accredited  by  the  American  library  association;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  modern  lib- 
rary methods,  procedures  and  techniques,  particularly  as  they  apply  to 
the  assigned  specialty. 

Requires  ability  to:   deal  courteously  and  effectively  with  library 
patrons;  evaluate  a  wide  variety  of  books,  magazines,  periodicals  and 
similar  library  materials;  advise  and  instruct  library  patrons  in  the 
use  of  library  services  and  facilities;  maintain  ordinary  operating 
records  and  reports;  use  common  office  equipment  and  machines. 

License:  Requires  possession  of  a  valid  certificate  as  issued  by 
an  accredited  school  of  library  science. 

PROMOTIVE  LINES: 

To:   Senior  Librarian 

From:  Original  entrance  examination 


CLASS  TITLE:  SENIOR  LIBRARIAN  (BRANCH  LIBRARY  SERVICES)   CODE:   3632 

(CENTRAL  LIBRARY  SERVICES) 
(CHILDRENS'  SERVICES) 
(TECHNICAL  SERVICES) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  advanced  professional  librarian 
work  in  one  or  more  of  the  major  library  functions,  as  identified  in  the 
title;  or  is  responsible  for  the  operation  of  a  large  technical  library 
not  associated  with  the  library  system;  supervises  the  activities  of  sub- 
ordinate librarians  and  clerical  personnel;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relative  to  library  activities; 
making  regular  contacts  with  the  general  public  and  outside  organiza- 
tions in  connection  with  library  activities  and  operations;  checking, 
reviewing  and  preparing  ordinary  operating  reports  and  records  relative 
to  library  activities. 

EXAMPLES  OF  DUTIES: 

Branch  Library  Services:  Assigns,  supervises  and  reviews  the  work 
of  subordinate  librarians,  clerical  and  custodial  personnel;  supervises 
and  participates  in  charging  and  discharging  library  books,  magazines 
and  other  material;  assists  and  advises  library  patrons  in  the  use  of 
library  facilities;  assists  and  makes  recommendations  relative  to  the 
selection  of  books  and  materials  for  the  library  collection;  supervises 
and  participates  in  a  variety  of  clerical  work  in  connection  with  the 
processing  and  maintenance  of  library  files,  cards  and  indexes;  processes 
books  and  materials  received  in  the  library  and  assures  that  books  in 
the  library  collection  are  properly  maintained,  shelved,  repaired  or 
discarded  as  necessary. 

Central  Library  Services:  Supervises  and  participates  in  a  variety 
of  assignments  in  the  central  library,  including  working  with  periodi- 
cals, newspapers,  documents,  art,  music,  circulations  and  reference 
activities;  provides  and  supervises  subordinates  in  providing  reference 
services  to  library  patrons  and  helping  patrons  locate  information  in 
library  catalog;  selects  books  and  materials  for  display;  assists 
library  patrons  in  locating  materials  in  their  particular  field  of  in- 
terest and  answers  various  inquiries  pertaining  to  such  fields  of 
interest;  answers  a  variety  of  telephone  and  personal  requests  for 
library  services  and  materials;  searches  and  locates  such  materials  for 
library  patrons;  supervises  and  participates  in  the  preparation  and 
maintenance  of  a  variety  of  records,  files  and  reports  relative  to 
library  activities;  assists  subordinate  personnel  in  resolving  questions 
and  problems  related  to  library  activities. 

lildrens'  Services:  Reads  and  tells  stories  to  and  aids  children 
in  book  selection;  locates  materials  and  information  for  children  in 
books,  magazines  and  pamphlets;  prepares  bibliographies  for  reading 
lists  on  a  variety  of  subjects  for  childrens1  parents,  teachers  and 
similar  interested  groups;  instructs  visiting  children  on  the  use  of 


CLASS  TITLE:   SENIOR  LIBRARIAN  (continued)  CODE:   3632 

library  facilities  and  materials;  speaks  to  and  advises  school  classes  on 
library  facilities,  books  and  other  available  materials;  evaluates  and 
recommends  purchase  of  new  childrens'  books  and  other  materials; 
processes  books  and  materials  for  bindery,  replacement,  discard  and 
branch  loans;  participates  and  supervises  subordinates  in  the  maintenance 
and  preparation  of  a  variety  of  records,  files  and  indexes  relative  to 
library  activities;  arranges  displays  and  decorations  in  connection  with 
childrens'  library  activities. 

Technical  Services:  Performs  and  supervises  a  variety  of  assign- 
ments  in  the  central  library  in  connection  with  technical  service 
work,  including  cataloging  and  ordering  activities;  prepares  and 
supervises  the  preparation  of  unit  cards  on  new  books  received  in  the 
preparation  of  related  cards  necessary  to  the  cataloging  of  such  books 
in  the  main  and  branch  libraries;  makes  necessary  changes  in  records  of 
publications,  government  documents  and  rebound  books;  is  responsible 
for  the  maintenance  of  the  card  catalogs  including  the  preparation 
of  new  file  cards,  withdrawal  of  old  or  cancelled  cards  and  the  prepara- 
tion of  new  guide  cards;  maintains  records  of  work  performed  relative 
to  the  preparation  of  unit  activities  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  /Supplemented  by  completion 
of  a  prescribed  course  in  library  science  in  a  library  school  accredited 
by  the  american  library  association. 

Requires  at  least  two  years  of  progressively  responsible  professional 
library  experience,  preferably  in  the  particular  specialty  to  which 
assigned,  and  including  some  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
modern  library  methods,  procedures  and  techniques  particularly  as  they 
apply  to  the  assigned  specialty;  the  books,  materials,  reading  trends 
and  operations  of  the  specialty  involved. 

Requires  considerable  ability  to:  deal  courteously  and  effectively 
with  library  patrons  and  outside  organizations;  evaluate  a  wide  variety 
of  books,  magazines,  periodicals  and  similar  library  material;  advise 
and  instruct  others  in  the  use  of  library  services  and  facilities;  use 
common  office  equipment  and  machines  and  prepare  ordinary  operating 
reports. 

License:  Requires  possession  of  a  valid  certificate  as  issued 
by  an  accredited  school  of  library  science. 

To:  Principal  Librarian 

From:  Librarian 


GLASS  TITLE:   PRINCIPAL  LIBRARIAN  (BRANCH  LIBRARY  SERVICES)  CODE:   363U 

(CENTRAL  LIBRARY  SERVICES) 
(CHILDRENS'  SERVICES) 
(TECHNICAL  SERVICES) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  professional 
librarian  work  in  one  or  more  of  the  major  library  functions,  as  identi- 
fied in  the  title;  plans,  assigns  and  supervises  the  activities  of  sub- 
ordinate librarians  and  clerical  personnel  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   coordinating, inter- 
preting and  carrying  out  existing  methods  and  procedures  relative  to 
library  activities;  making  regular  contacts  with  the  general  public  and 
outside  organizations  in  connection  with  library  activities;  preparing, 
checking  and  reviewing  a  variety  of  detailed  operating  reports  relative 
to  library  activities. 

EXAMPLES  OF  DUTIES: 

Branch  Library  Services:   Is  responsible  for  the  operation  of  a 
large  branch  library  and  assigns  and  supervises  the  work  of  subordinate 
professional  library  and  office  personnel  engaged  in  library  operations; 
trains  and  supervises  the  training  of  new  library  personnel;  is  respon- 
sible for  assuring  the  care  and  maintenance  of  library  buildings  and 
grounds;  reads  book  reviews  and  orders  new  books  and  materials  for 
library  collection  and  processes  all  new  books;  develops  reference  pro- 
cedures and  materials  and  provides  reference  service  and  assistance  to 
library  patrons;  compiles  bibliographies  and  reading  lists  and  checks 
pther  bibliographies  for  branch  material;  reviews  and  inspects  the 
physical  condition  of  books  and  materials  and  determines  the  need  for 
their  repair,  rebinding,  cancellation  or  replacement;  prepares  and  super- 
vises the  preparation  of  a  variety  of  periodical  reports  reflecting 
library  activities. 

Central  Library  Services'  Assists  in  directing  or  supervises  one  of 
a  variety  of  activities  in  the  central  library,  including  activities 
involving  work  with  periodicals,  newspapers,  documents,  art,,  music, 
circulations  and  references:  supervises  and  assists  subordinate  personnel 
in  aiding  library  patrons  in  locating  materials,  books  and  other  infor- 
mation in  their  particular  field  of  interest;  answers  various  inquiries 
pertaining  to  such  fields  of  interests;  organizes,  supervises  and  par- 
ticipates in  the  installation  of  a  variety  of  exhibits;  checks  and  re- 
views the  work  of  subordinate  personnel  to  assure  conformance  with  instruc- 
tions and  established  library  policies  and  procedures;  assists  subordinate 
personnel  in  answering  difficult  inquiries  regarding  specialty  to  which 
assigned;  makes  work  schedules  and  assignments  for  subordinate  pro- 
fessional librarians  and  clerical  employs: .  s  supervises  and  participates 
in  the  preparation  and  maintenance  of  operational,  statistical  and  other 
reports  effecting  operations  and  library  activities. 


CLASS  TITLE:   PRINCIPAL  LIBRARIAN         (continued)       CODE:   363U 
(BRANCH  LIBRARY  SERVICES) 
(CENTRAL  LIBRARY  SERVICES) 
(CHILDRENS1  SERVICES) 
(TECHNICAL  SERVICES) 

Childrens'  Services:  Plans,  assigns  and  directs  the  activities 
of  the  childrens'  unit  of  the  main  library;  organizes  and  coordinates 
childrens '  reading  programs  and  activities  concerned  with  childrens '  work 
in  branch  libraries;  coordinates  activities  in  childrens'  library  work 
such  as  instructions  in  the  use  of  library  facilities,  development 
of  childrens'  reading  habits  in  cooperation  with  various  schools; 
reads  review  copies  and  book  selection  guides  in  the  selection  and 
purchase  of  childrens'  books  and  library  materials;  determines  distri- 
bution of  new  books  and  materials  to  the  various  branch  libraries; 
works  with  school  children  and  instructs  visiting  classes  in  the  use 
of  library  facilities  and  assists  both  teachers  and  pupils  in  the 
selection  of  books  and  reference  work;  plans  reading  and  special  programs 
in  order  to  establish  better  reading  habits  in  children. 

Technical  Services:  Directs  or  assists  in  directing  a  variety  of 
assignments  in  the  central  library  in  connection  with  technical  services 
work,  including  cataloging,  ordering  and  bindery  activities;  compiles 
li  ts  of  book  reviews  in  connection  with  new  book  ordering  processes; 
searches  through  bibliographic  sources  for  items  checked  in  catalogs; 
issues  book  requisitions  and  maintains  records  of  funds  expended  in 
connection  therewith;  supervises  and  participates  in  the  cataloging  of 
all  books  added  to  the  library  system;  disseminates  information  to 
various  library  units  concerning  the  care  of  books  and  other  library 
materials;  assists  library  unit  heads  in  maintaining  library  materials 
in  good  condition  and  advises  them  with  regard  to  specialized  binding 
problems  and  systematic  rebinding  of  sets  and  collections  requiring  special 
treatment;  directs  and  supervises  the  preparation  of  a  variety  of  records, 
reports  and  clerical  work  relative  to  library  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  supplemented  by 
completion  of  a  prescribed  course  in  library  science  in  a  library 
school  accredited  by  the  American  Library  Association. 

Requires  at  least  four  years  of  progressively  responsible  pro- 
fessional librarian  experience,  preferably  in  the  appropriate  specialty, 
'"  luding  at  least  two  years  of  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   modern  library  methods,  procedures  and  techniques  particularly  as 
applied  to  the  specialty  involved;  books  and  library  materials,  reading 
ds  and  operations  applicable  to  bh  ^cialty. 

Requires  ability  to:  plan,  assign  and  supervise  the  activities 
of  subordinate  professional  and  non-professional  1  eak  and 

e  effectively;  deal  courteously  and  effectively  wi        ry  users 
irious  outside  organizations;  evaluate  books  and  0 


CLASS  TITLE:  PRINCIPAL  LIBRARIAN         (continued)      CODE:   363U 
(BRANCH  LIBRARY  SERVICES) 
(CENTRAL  LIBRARY  SERVICES) 
(CHILDRENS1  SERVICES) 
(TECHNICAL  SERVICES) 

materials  and  operations  applicable  to  the  appropriate  specialty;  advise 
and  instruct  others  on  activities  of  the  specialty  involved;  maintain 
records  and  prepare  operational  and  activity  reports. 

License:  Requires  possession  of  a  valid  certificate  as  issued  by 
an  accredited  school  of  library  science. 

PROMOTIVE  LINES: 

To:  Chief  Librarian 

From:   Senior  Librarian 


CUSS  TITLE:  PRINCIPAL  LIBRARIAN  -  PUBLIC  RELATIONS       CODE:   3636 
CHARACTERISTICS  OF  THE  CUSS: 

Under  direction,  performs  difficult  and  responsible  professional 
librarian  work  in  connection  with  the  library  public  relations  program 
and  related  administrative  activities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   interpreting,  coordinating  and  carrying 
out  existing  policies  and  procedures  relating  to  library  public  relations 
and  information  activities;  making  regular  responsible  contacts  with 
departmental  officials,  representatives  of  outside  organizations,  news- 
papers, radio  and  television  personnel  in  connection  with  public  relations 
and  information  activities;  preparing,  checking  and  reviewing  important 
public  information  releases . 

EXAMPLES  OF  DUTIES: 

1.  Plans,  develops  and  sets  up  activity  and  informational  exhibits 
throughout  the  main  library;  coordinates  such  activities  with  sponsors 
of  exhibits  requesting  space  in  the  libraries. 

2.  Conducts  library  tours  for  visiting  adult  groups,  foreign 
visitors  and  others;  explains  and  provides  information  to  such  groups 
on  library  operations  and  activities. 

3.  Appears  before  various  outside  groups  and  gives  talks  on  library 
operations;  plans  and  conducts  periodic  film  shows  including  arranging 
for  and  return  of  films  and  the  preparation  and  distribution  of  film 
programs;  maintains  film  reference  service  where  films  may  be  loaned, 
rented  or  purchased. 

U.  Attends  work  shops  and  conferences  related  to  library  activities. 

5.  Prepares  information  releases  and  photographs  of  library 
activities  and  arranges  for  dissemination  of  such  information  through 
standard  news  media;  prepares  professional  contributions  to  magazines 
and  periodicals. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  supplemented  by  completion 
of  a  prescribed  course  in  library  science  in  a  library  school  accredited 
by  the  american  library  association. 

Requires  at  least  four  years  of  progressively  responsible  pro- 
fessional library  experience,  preferably  in  the  public  relations  aspects 
of  library  operations,  and  including  at  least  two  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  library  methods,  procedures  and  techniques  particularly  as 
applied  to  the  public  relations  and  administrative  aspects  of  library 
operations. 


CLASS  TITLE:   PRINCIPAL  LIBRARIAN  -  PUBLIC  RELATIONS        CODE:   3636 
(continued) 

Requires  considerable  ability  to:   coordinate  public  relations 
activities  with  other  library  functions  and  facilities,  outside  organ- 
izations and  interested  groups;  speak  before  public  groups  and  write 
effective  press  and  news  releases;  deal  courteously  and  effectively 
with  library  users  and  visiting  groups;  maintain  records  and  prepare 
operational  and  activity  reports. 

License:  Requires  possession  of  a  valid  certificate  as  issued  by 
an  accredited  school  of  library  science . 

PROMOTIVE  LINES: 

To:  Chief  Librarian 

From:  Senior  Librarian 


CLASS  TITLE:  CHIEF  LIBRARIAN  CCDE:   3638 

(BRANCH  LIBRARY  SERVICES) 
(CENTRAL  LIBRARY  SERVICES) 
(TECHNICAL  SERVICES) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and  re- 
sponsible professional  librarian  and  administrative  work  in  the  direc- 
tion of  one  or  more  of  the  major  library  functions  as  identified  in  the 
title;  plans,  assigns  and  directs  the  activities  of  subordinate  profes- 
sional personnel  engaged  in  such  work;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:  assisting  in  developing  admin- 
istrative policies  and  procedures  in  connection  with  library  activities 
and  operations;  making  regular  important  contacts  with  the  general  pub- 
lic and  outside  organizations  relative  to  library  operations  and  acti- 
vities; preparation  and  maintenance  of  a  wide  variety  of  important 
operational  records  and  reports  reflecting  library  activities. 

EXAMPLES  OF  DUTIES: 

Branch  Library  Services:  Supervises  and  directs  the  activities  of 
all  branch  library  bookmobile  operations  and  branch  departments;  makes 
periodic  inspections  and  visits  to  the  various  branches  and  units  to 
assure  adequate  conditions  of  physical  plants  and  library  collections 
and  library  services  are  in  keeping  with  existing  policies  and  proce- 
dures; recommends  possible  use  in  other  library  units;  advises  branch 
library  personnel  on  difficult  problems  and  questions  and  interprets 
regulations  and  policy  matters  as  conditions  require;  prepares  and  di- 
rects the  preparation  and  maintenance  of  all  records  and  reports  rela- 
tive to  branch  library  functions. 

Central  Library  Services:  Plans  and  directs  the  activities  of  the 
circulation  or  reference  units  of  the  main  library;  provides  and  di- 
rects subordinates  in  providing  a  variety  of  services  to  library  patrons 
including  explaining  resources  of  the  library,  the  use  of  reference  and 
bibliographic  tools  for  locating  specific  information  and  recommending 
books  to  read  on  special  interest  subjects;  plans,  recommends  and  exe- 
cutes changes  in  organization,  methods  and  procedures  for  improvement 
of  efficiency  and  service  to  the  public;  coordinates  unit  functions 
with  those  of  other  library  units;  utilizes  a  variety  of  library  re- 
sources in  providing  professional  book  services  to  readers,  including 
card  catalogs,  books  and  pamphlet  shelves  in  special  areas,  indexes, 
services  and  printed  bibliographies  and  reference  books  in  general  and 
special  fields;  instructs  subordinates  and  patrons  in  the  use  of  refer- 
ence tools  and  related  materials;  prepares  and  directs  the  preparation 
of  correspondence  and  records  and  reports  pertaining  to  the  unit's  ac- 
tivities and  operations. 


CLASS  TITLE:   CHIEF  LIBRARIAN  (continued)  CODE:   3638 

(BRANCH  LIBRARY  SERVICES) 
(CENTRAL  LIBRARY  SERVICES) 
(TECHNICAL  SERVICES) 

Technical  Services:  Plans,  assigns  and  directs  technical  library- 
services  in  connection  with  selecting,  ordering  and  purchasing  books 
and  other  library  materials;  checks  and  reviews  the  activities  of  sub- 
ordinate personnel  to  assure  prescribed  schedules  of  book  ordering  and 
receipts  are  properly  maintained;  provides  assistance  and  advice  to 
branch  librarians  on  problems  relating  to  book  ordering  and  purchas- 
ing; checks  book  reviews,  trade  magazines,  publisher  catalogs  and  cir- 
culars in  connection  with  the  selection  and  purchase  of  library  books 
and  to  assure  acquisition  of  such  books  in  the  earliest  possible  time; 
establishes  budgets  and  programing  for  book  purchases;  receives  and 
interviews  book  salesmen  and  conducts  correspondence  relative  to  the 
purchase  of  new  books. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  supplemented  by  com- 
pletion of  a  prescribed  course  in  library  science  in  a  library  school 
accredited  by  the  american  library  association. 

Requires  at  least  six  years  of  progressively  responsible  profes- 
sional library  experience,  preferably  in  the  appropriate  specialty, 
including  at  least  three  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  know- 
ledge of:   library  methods,  procedures  and  techniques,  particularly  as 
applied  to  the  specialty  involved;  books  and  library  materials,  read- 
ing trends  and  library  operations  applicable  to  the  appropriate  spe- 
cialty. 

Requires  considerable  ability  to:  plan,  assign  and  direct  the 
activities  of  subordinate  professional  and  non-professional  library 
personnel;  speak  and  write  effectively;  deal  courteously  and  effec- 
tively with  library  users  and  outside  organizations;  evaluate  books 
and  other  library  materials  and  operations  appropriate  to  the  spe- 
cialty involved;  maintain  records  and  prepare  operation  and  activity 
reports. 

License:  Requires  possession  of  a  valid  certificate  as  issued  by 
an  accredited  school  of  library  science. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

'om:   Principal  Librarian 


CLASS  TITLE:  COORDINATOR,  CHILDREN'S  LIBRARY  ACTIVITIES    CODE:   36UO 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  administrative  direction,  performs  responsible  pro- 
fessional librarian  work  in  coordinating,  advising  on  and  evaluating 
children's  library  activities  in  the  library  system;  and  performs  related 
duties  as  required. 

•  Requires  major  responsibility  for:   advising  in  the  development  of 
library  policies  and  procedures  for  effectuating  children's  library 
services;  making  regular  important  contacts  with  departmental  personnel, 
the  general  public  and  outside  groups  and  organizations  relative  to 
children's  library  activities;  preparing  detailed  recommendations  and 
reports  on  children's  library  services. 

EXAMPLES  OF  DUTIES: 

1.  Advises  and  assists  in  the  formulation  of  policies  relating  to 
children's  library  services  and  the  selection  and  placement  of  personnel 
concerned  with  children's  activities. 

2.  Integrates  children's  activities  throughout  the  library  system. 

3.  Selects  and  distributes  children's  books  and  library  materials 
to  the  various  collections  of  the  system. 

h.     Advises,  stimulates  and  directs  the  training  of  staff  personnel 
engaged  in  children's  library  work. 

5.  Maintains  liaison  with  school  authorities  in  the  establishment 
and  operation  of  reading  programs  and  instructions  on  the  use  of  children's 
library  facilities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  supplemented  by  completion 
of  a  prescribed  course  in  library  science  at  a  library  school  accredited 
by  the  american  library  association. 

Requires  at  least  six  years  of  progressively  responsible  professional 
librarian  experience  in  children's  library  activities,  including  three 
years  of  responsible  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   library  methods,  procedures  and  techniques,  particularly  as  related 
to  children's  activities;  books,  library  materials,  reading  trends  and 
library  operation  and  administration  as  applied  to  children's  work. 

Requires  considerable  ability  to:   study,  evaluate  and  make  sound 
recommendations  on  children's  library  uses  and  services;  speak  and  write 
effectively;  evaluate  children's  library  books  and  materials  for  inclusion 
in  the  library  collections;  deal  effectively  and  courteously  with  the 
various  individuals  and  organizations  interested  in  children's  library 
activities. 


CLASS  TITLE:   COORDINATOR,  CHILDREN' 3  LIBRARY  ACTIVITIES    CODE:   36UO 
(continued) 

License:  Requires  possession  of  a  valid  certificate  as  issued  by  an 
accredited  school  of  library  science. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Principal  Librarian 


CLASS  TITLE:   MEDICAL  RECORD  LIBRARIAN  CODE:   3650 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  analyzes,  codes  and  compiles  all  medical 
records  on  patients  treated  at  the  general  hospital;  assist?  the  medical 
staff  in  the  selection  of  cases  for  specific  research  projects;  may 
supervise  assigned  clerical  assistants;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   following  prescribed  standards, 
methods  and  procedures  relative  to  the  analysis,  coding  and  consolida- 
tion of  medical  records  according  to  standard  nomenclature;  making 
responsible  contacts  with  the  general  public  and  representatives  of 
outside  groups  to  identify  medical  record  data,  furnisi  information  and 
medical  recording  procedures  to  medical  staff  research  work;  the  pre- 
paration of  detailed  narrative  and  statistical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Processes  medical  records  of  patients  by  analyzing,  assembling, 
coding,  rearranging  and  checking  for  compliance  with  established  policy 
on  nomenclature  and  procedures;  files  charts  and  assists  in  the  revision 
of  files. 

2.  Consults  with  doctors,  nurses  and  other  hospital  personnel 
relative  to  defects  in  medical  records,  inaccurate  coding,  incomplete 
information  and  follows  up  to  accurately  complete  medical  records. 

3.  Abstracts  information  from  medical  records  for  statistical  in- 
dexing and  for  the  preparation  of  summary  reports  to  official  agencies 
requesting  medical  information  on  patients. 

h.     Maintains  statistical  records  on  special  studies;  prepares 
narrative,  statistical  and  graphic  reports  for  hospital  use  or  for 
official  agencies. 

5.  Assists  medical  staff  in  compiling  data  for  research  projects. 

6.  May  assist  in  the  training  and  supervision  of  assigned  clerical 
personnel. 

7.  When  required,  takes  hospital  records  to  court,  attests  to 
their  authenticity  and  accuracy  and  assumes  responsibility  for  the  re- 
turn of  such  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  prescribed 
course  in  medical  record  librarianship  in  a  school  accredited  by  the 
american  medical  association;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
standard  nomenclature  and  classification  systems  used  in  medical  record 
libraries  for  coding  and  classifying  diseases  and  their  complications; 
the  use  of  statistics  in  the  preparation  of  hospital  medical  records. 

Requires  ability  to:   recognize  and  follow-up  inconsistencies  in 
medical  records;  analyze  data,  draw  logical  conclusions  and  submit 
reports;  prepare  clear,  concise,  narrative,  statistical  and  graphic 
reports;  establish  and  maintain  cooperative  working  relationships  with 


CLASS  TITLE:   MEDICAL  RECORD  LIBRARIAN  (continued)         CODE:   3650 

the  general  public  and  departmental  personnel. 

License:   Requires  possession  of  a  valid  certificate  as  a  registered 
medical  record  librarian  issued  by  the  american  association  of  record 
librarians. 

PROMOTIVE  LINES: 

To:  Senior  Medical  Librarian 

From:  Original  entrance  examination 


CLASS  TITLE:  SENIOR  MEDICAL  RECORD  LIBRARIAN  CODE:   3652 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  is  responsible  for  the  operation  of 
the  medical  record  section  of  the  general  hospital;  exercises  supervi- 
sion over  medical  librarians  and  clerical  assistants  engaged  in  collect- 
ing, analyzing  and  compiling  medical  case  records j  compiles  and  super- 
vises the  compilation  of  narrative  and  statistical  records  and  reports; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   establishing,  interpreting  and 
enforcing  policies,  procedures  and  regulations  for  collecting  and 
compiling  medical  records  according  to  standard  nomenclature  of  diseases 
and  operations  for  instituting  changes  in  methods  and  procedures  as 
necessary;  the  custody  and  safeguarding  of  important  and  valuable 
medical  records;  making  responsible  contacts  with  the  general  public 
and  representatives  of  outside  groups  to  furnish  information  and  identify 
medical  records;  explaining  requirements  for  medical  recording  to  medical 
staff  engaged  in  research  projects;  preparing  or  supervising  the  prepara- 
tion of  detailed  narrative  and  statistical  reports. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  supervises  and  controls  all  the  activities  of  the 
medical  records  section:  trains  new  employees,  assigns  and  reviews  work 
and  establishes  work  flow  patterns  for  the  unit. 

2.  Assists  medical  staff  in  compiling  data  for  research  projects 

by  explaining  procedures,  practices  and  requirements  for  complete  medical 
case  records. 

3.  Receives  and  screens  requests  from  other  official  agencies  for 
medical  summary  and  statistical  information;  consults  and  corresponds 
with  personnel  of  such  agencies;  prepares  reports  by  abstracting  informa- 
tion from  medical  records. 

k.      Keeps  current  on  changes  in  the  medical-legal  requirements  for 
accredited  record  keeping  and  recording;  analyzes  existing  system  and 
institutes  required  changes  in  procedures  and  methods. 

5.  Prepares  medical  record  section  budget  estimates:  gathers  data 
and  prepares  justifications  for  requests  for  personnel  and  equipment. 

6.  Handles  processing  of  difficult  and  controversial  medical 
records  and  takes  records  to  court  in  sensitive  cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  prescribed  course 
in  medical  record  librarianship  in  a  school  accredited  by  the  anerican 
medical  association,  supplemented  by  two  years  of  responsible  experience 
as  a  medical  record  librarian:   or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  principles,  practices  and  legal  implications  of  medical  record 
keeping  and  the  principles,  practices  and  methods  involved  in  analyzing 
and  recording  medical  information. 


CLASS  TITLEs   SENIOR  MEDICAL  RECORD  LIBRARIAN  CODE:   3652 

( continued ) 

Requires  ability  "Go;   analyze  data  and  draw  logical  conclusions 
based  on  intensive  knowledge  in  the  field  of  medical  record  keeping  and 
adopt  an  effective  course  of  action;  prepare  clear  and  concise  narrative, 
statistical  and  graphic  reports;  establish  and  maintain  cooperative 
working  relations;  supervise  and  train  subordinate  personnel. 

License;  Requires  possession  of  a  valid  certificate  as  a  registered 
medical  record  librarian  issued  by  the  american  association  of  record 
librarians, 

PROMOTIVE  LINES; 

To;  No  normal  line  of  promotion 

From:  Medical  Record  Librarian 


CLASS  TITLE:  CITY  ATTORNEY  LAW  LIBRARIAN  CODE:  3660 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  librarian  work  in 
connection  with  the  operation  and  maintenance  of  the  city  attorney  law 
library;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  making  regular  contact  with  departmental 
personnel  in  specialized  research  and  information  matters  pertaining  to 
materials  in  the  law  library;  maintaining  detailed  and  complex  legal  re- 
cords and  materials  relating  to  library  operations. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  indexes  opinions  of  the  city  attorney's  office; 
orders  law  books  and  periodicals  and  processes  same  into  the  library. 

2.  Performs  a  variety  of  research  work  for  the  professional  per- 
sonnel of  the  city  attorney's  office. 

3.  Processes  withdrawals  from  the  library  of  books  and  material  that 
are  obsolete  or  no  longer  useful. 

h.     Reads  and  reviews  law  journals  and  other  materials  and  selects 
articles  which  may  be  of  interest  to  the  city  attorney's  office. 

5.  Prepares  and  maintains  library  file  catalog  cards. 

6.  Prepares  opinions  and  periodicals  for  binding. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  supplemented  by  completion  of 
a  prescribed  course  in  library  science  at  a  library  school  accredited  by 
the  american  library  association. 

Requires  two  years  of  experience  as  a  librarian,  preferably  in  the 
legal  field;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  modern 
library  organization,  policies  and  procedures,  especially  as  applied  to 
law  librarians  and  related  reference  and  research  work;  the  processing  and 
collection  of  law  library  materials  and  texts. 

Requires  ability  to:   evaluate  pertinent  library  materials  and  maintain 
library  collection  at  a  maximim  level  of  value  through  selection  of  new  and 
the  discard  of  old  materials. 

Requires  considerable  skill  in:  interpreting  the  needs  of  attorneys 
for  reference  information  and  available  sources  of  such  information;  search- 
ing for  reference  information  and  preparing  related  specialized  reports. 

PROMOTIVE  LINES: 

To:   Principal  Librarian 

From:   Librarian 


CLASS  TITLE:   CITY  LIBRARIAN  CODE:   3670 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  has  charge  of  and  is  respon- 
sible for  the  administration  and  operation  of  the  public  library  depart- 
ment; plans  and  directs  the  activities  of  professional  and  non-professional 
library  personnel  in  connection  therewith}  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:   coordinating,  developing  and 
executing  policies  and  methods  relating  to  the  administration  of  the 
library  system;  continuing  personal  contacts  with  employees,  represen- 
tatives of  organizations  and  groups  involving  discussion,  explanation  and 
interpretation  of  professional  library  policy,  methods,  rules  and  regu- 
lations; directing  the  preparation,  review  and  approval  of  operational 
and  technical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  activities  of  all  departments  and  branch  libraries  in 
the  library  system,  including  the  assignment  and  training  of  personnel. 

2.  Directs  the  preparation  of  library  department  budget  and  is 
responsible  for  the  expenditure  of  all  funds;  administers  the  upkeep  and 
maintenance  of  library  property. 

3.  Prepares  or  directs  the  preparation  of  a  wide  variety  of  reports 
on  library  operations  for  city  and  state  officials  and  outside  professional 
organizations;  answers  professional  and  technical  inquiries  on  public  lib- 
rary policies  and  procedures;  organizes  various  cultural  and  literary 
functions. 

U.  Plans  development  and  expansion  programs  for  the  library  system; 
consults  with  and  discusses  development  programs  with  city  officials, 
civic  leaders,  architects  and  contractors. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  supplemented  by  completion  of 
a  prescribed  course  in  library  science  in  a  library  school  accredited  by 
the  american  library  association. 

Requires  at  least  ten  years  of  progressively  responsible  professional 
library  experience,  including  five  years  of  responsible  supervisory 
and  administrative  experience;  or  an  equivalent  combination  of  training 
and  experience . 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  principles  and  practices  of  librarianship ,  including  the  prob- 
lems and  procedures  involved  in  operating  a  reader  services  program  through 
a  branch  library  system,  and  the  technical  services  such  as  cataloging, 
reference  work,  and  bibliography  connected  with  such  a  program;  the 
principles  of  organization,  administration,  and  management;  a  modern 
library  plant  and  equipment. 


CLASS  TITLE:   CITY  LIBRARIAN  (continued)  CODE:   3670 

Requires  considerable  ability  to:  plan,  organize,  and  direct  a 
comprehensive  program  for  providing  library  services  iha  large  metro- 
politan library  system;  analyze  community  needs  and  embody  conclusions  in 
specific  plans  for  modifying  or  extending  reader  services;  effectively 
evaluate  book  collection  needs  in  the  system;  prepare  and  supervise  the 
preparation  of  publicity  material;  determine  the  plant,  equipment  and 
staffing  requirements  and  formulate  budget  recommendations  and  justi- 
fications on  the  basis  thereof;  work  effectively  with  the  public,  other 
professional  staff  members  and  professional  people  from  other  agencies. 

License:  Requires  possession  of  a  valid  certificate  as  issued  by 
an  accredited  school  of  library  science. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


* 


